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Purpose & Scope 
This Standard Operating Procedure (SOP) outlines the process for entering BMHA team officials and On-
Ice Helpers into the annual BMHA Team Official tracking spreadsheet (which will be provided annually by 
the Registrar), monitoring their certifications, and adding eligible team officials to HCR/Spordle. 

This SOP applies to all BMHA divisions and includes: 
• rostered team officials, including Head Coaches, Assistant Coaches, Team Managers, and Hockey 

Canada Safety Persons (HCSPs); and 
• On-Ice Helpers associated with a team. 

The Registrar will provide and maintain a shared tracking spreadsheet containing separate tabs for: 
• A/Rep teams; 
• C teams; and 
• U9 and below, including U9, U7, Junior Bulldogs/U5, and Microhockey. 

The spreadsheet will be used to record team officials and On-Ice Helpers, track their certification and 
screening requirements, and confirm when team officials have been added to HCR/Spordle. The contact 
information entered in the spreadsheet may also be used to create BMHA team-official contact lists. 

All certifications and screening requirements must be completed within the deadlines established by 
PCAHA.  

 



 

 

Procedure 
1. RESPONSIBILITY FOR INITIAL ENTRY 
The following roles are responsible for entering team officials and On-Ice Helpers into the applicable tab of 
the spreadsheet: 

• A/Rep teams: Director of A Hockey; 
• C/House teams: applicable Division Manager (DM); 
• U7 and U9: applicable DM; and 
• Junior Bulldogs/U5 and Microhockey: Director of BMHA Growth. 

Throughout this SOP, “responsible lead” refers to the Director or DM responsible for entering and 
maintaining the information for the applicable team or division.  

 
 

2. TIMING OF INITIAL ENTRY 
For U7, U9, and C divisions that conduct a player draft, the responsible lead will enter the initial team-
official information after the draft and before internal balancing begins. 
 
For Rep teams, the Director of A Hockey will complete the initial entry once the Preliminary Rep Pools and 
their Head Coaches have been confirmed. The Head Coach for each pool will be entered, along with the 
HCSP if confirmed at that time. 
 
For Junior Bulldogs/U5 and Microhockey, the Director of BMHA Growth will complete the initial entry once 
the Head Coach has been confirmed. The Head Coach and any other team officials or On-Ice Helpers 
confirmed at that time will be entered. 
 
Any team officials or On-Ice Helpers confirmed after the initial entry will be handled as subsequent 
additions in accordance with Section 10. 
 
Each team or Preliminary Rep Pool must have, at minimum, a Head Coach and HCSP on its HCR/Spordle 
roster before playing any games, including internal balancing games. 
 
 
3. ENTERING TEAM OFFICIALS AND ON-ICE HELPERS 
The responsible lead will enter each confirmed team official and On-Ice Helper under the correct tab and 
team in the spreadsheet. 
 
NOTE: Each team designation, such as C1, C2 or C3, has an assigned game time that is submitted to 
PCAHA before the player draft. Before assigning coaches to teams, the responsible lead must advise them 
of the game time attached to each team designation and confirm which time they can accommodate. 
Coaches must then be assigned to the appropriate team designation based on that availability. Once the 



 

 

assignments are confirmed, all team officials and On-Ice Helpers must be entered under the same team 
designation. Team designations cannot be changed afterward to accommodate a coach’s availability. 
 
For each person, the responsible lead only needs to enter: 

• full name; 
• email address; and 
• phone number. 

The spreadsheet includes rows for the standard team-official roles. The responsible lead should insert 
additional rows within the applicable team section for any additional team officials or On-Ice Helpers. 
 
Each person should be listed under their assigned role, such as Head Coach, Assistant Coach, Team 
Manager, HCSP, or On-Ice Helper. 
 
If someone holds two team-official roles, they must be entered twice. For example, someone serving as 
both an Assistant Coach and HCSP should be listed once under each role. 
 
The responsible lead should confirm that each person is listed under the correct team and role and that 
their contact information is complete. 
 
The Registrar will complete the certification and Added columns. Other users should not change these 
columns unless asked to do so by the Registrar.  
 
 
4. CRIMINAL RECORD CHECK UPDATES 
For CRCs applied for online, the applicant will email the Registrar a screenshot confirming that the 
application was submitted. The Registrar will mark the CRC as Pending in the spreadsheet. 
 
Once the online CRC is approved, the VP Risk will email the Registrar. The Registrar will mark the CRC as 
Completed in the spreadsheet and update the person’s HCR profile. 
 
For CRCs applied for in person, the individual will send a copy of the completed CRC to the VP Risk. The VP 
Risk will email the Registrar, who will mark the CRC as Completed in the spreadsheet and update the 
person’s HCR profile. 
 
5. CERTIFICATION REVIEW AND TRACKING 
The Registrar will check each team official’s and On-Ice Helper’s applicable certifications and screening 
requirements in HCR and update the spreadsheet. 

The spreadsheet will track CRC, Concussion Awareness Training Tool (CATT), Respect in Sport/The Shift 
Forward (RIS/SF), coaching qualifications, HCSP, and Checking clinic requirements. 



 

 

Requirements are set by PCAHA and may differ depending on the person’s role, division, and level of play. 
Each team official and On-Ice Helper is responsible for completing the certifications and screening 
requirements that apply to their role within PCAHA’s deadlines. 

The responsible lead may check the spreadsheet at any time to monitor the certification status of their 
teams’ officials and On-Ice Helpers. 
 
 
6. CERTIFICATIONS NOT SHOWING IN HCR 
If a pending or completed CRC does not appear in HCR, the VP Risk should be notified. 

If another completed certification does not appear in HCR, the Registrar should be notified so it can be 
reviewed.  
 
 
7. OUTSTANDING REQUIREMENTS 
The Registrar will notify the responsible lead of any outstanding certifications or screening requirements. 
Where a division has more than one team, the Registrar will identify the applicable team and individual. 

The responsible lead will follow up with the appropriate team or individual. The responsible lead may also 
review the spreadsheet at any time and follow up on outstanding requirements without waiting for an 
update from the Registrar. 
 
 
8. ADDED TO HCR/SPORDLE 
Once a team official has met the requirements for their role, the Registrar will add the person to the 
applicable HCR/Spordle roster and mark the Added column in the spreadsheet. 

If the Added column is marked, the team official should appear on the team’s Spordle Team Lineup. If the 
person does not appear, the responsible lead or Team Manager should notify the Registrar so the issue can 
be reviewed. 
 
 
9. ADDITION TO TEAMSNAP 
The responsible lead or Team Manager will add each team official and On-Ice Helper to the correct 
TeamSnap team with the appropriate access. 
 
 
10. SUBSEQUENT ADDITIONS AND REVISIONS 
After the initial information has been entered (see above Section 2), the responsible lead will update the 
spreadsheet if/when: 

• a team official or On-Ice Helper is added;  
• someone takes on an additional or different role;  



 

 

• someone moves to another team; or  
• a name, email address, phone number, or other entry needs to be corrected.  

The responsible lead must also email the Registrar about the change. Updating the spreadsheet alone is 
not enough to notify the Registrar. 

The email should include: 
• team;  
• person’s full name;  
• role;  
• type of change, such as an addition, deletion, role change, team change, or contact-information 

correction; and  
• any other information needed to process the change.  

The subject line should follow this format: Team Official Change – [Team] 

Changes involving more than one person may be included in the same email, provided the team, person, 
role, and requested change are clear for each entry. 
 
 
11. DELETIONS 
When a team official or On-Ice Helper is no longer associated with a team, the responsible lead will email 
the Registrar with the person’s name, team, role, and effective date of the change. 

The responsible lead should not delete the person from the spreadsheet. The Registrar will remove the 
person from the spreadsheet and, for a rostered team official, from the applicable HCR/Spordle roster. 

The responsible lead or Team Manager will remove the team official or On-Ice Helper from TeamSnap. 

 

 

 

Revision History 
Date: Revised By: Edit Description: 
   
 


