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Article 1: 

  
This club shall be known as the Comox Valley United Soccer Club. 
  

Article 2. 

  
The objectives of this club shall be: 
  

a)  To promote, teach and govern the game of soccer among all club members  
b)  To encourage good sportsmanship and fair play,  
c)  To teach respect for the laws of the game, officials and players. 

  
Article 3: 

  
The Comox Valley United Soccer Club is affiliated through member teams in the Upper 
Island Soccer Association – Port Alberni YSA, Gabriola YSA, Mid Isle YSA, Wellington 
YSA, Upper Vancouver Island Metro Club, Oceanside/Parksville YSA, Powell River YSA, 
Campbell River YSA - Mid Island Womens Soccer League, Mid Island Mens Soccer 
League, Lower Island Mens Soccer League, Lower Island Womens Soccer League, the 
British Columbia Soccer Association, and with the Canadian Soccer Association. 
  

Bylaw #1: Definitions  

a) MEMBERS - All players who are registered for the current season and in good standing with 
the club, their parents, or guardians, coaches, managers and Executive Board Members 
shall be considered (to be) members of this club. 
 

b) CLUB - shall be known as Comox Valley United Soccer Club. 
 

c) REGISTERED PLAYER - shall mean any player who has submitted, to the club registrar, a 
completed registration, on a form approved by the Executive Board. This shall be 
accompanied by the annual fees and any additional documentation that may be required by 
the Executive Board. 
 

d) IN GOOD STANDING - shall mean the payment of all fees and the return, as and when 
required, of Club equipment and uniforms in good condition. 
 

e) TEAM OFFICIAL - shall mean a coach or manager, to be used as a contact for each team. 
 

f) Interpretation of Club bylaws, regulations, or any other Club matter not approved herein, 
shall be referred to the Executive Board, whose decision shall be binding on all parties. 
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Bylaw #2 Membership & Dues 

g) Only players properly registered and in good standing with the Club shall be permitted to 
participate in any activity under the jurisdiction of the Club. 
 

h) Annual Club registration fees shall be the amount as determined by the Executive Board and 
approved at the Annual General Meeting of the Club. The Executive Board can, without 
approval at the AGM, assign any direct charges to the year in which they are incurred. 
These charges shall be defined and indicated separately from the Annual Club registration 
fee on the Club registration form. 

 
i) Any member eighteen years or older on the date of the Annual General Meeting shall have 

voting privileges. 
 

j) A refund policy, and prorated fees for players registering during the season shall be 
determined by the Executive Board. 

  

Bylaw  #3: MANAGEMENT 

a) The business of the Club shall be conducted by the following positions of the Executive 
Board (a person may hold only one position): 

 
President Vice President - Womens  
Vice President – Youth House Vice President - Development 
Vice President – Youth Select Secretary 
Vice President – Masters Treasurer 
Vice President – Mens Registrar 

  
The above named positions shall be known as the Table Officers 
 
 

Referee-in-Chief Equipment Manager 
Scheduler Field Manager 

 
The above named positions shall be known as the Directors. 
  
b) The Executive Board will form committees as need be.  
 
c)      

i) The members of the Executive Board shall be elected by the members of the 
Club at the Annual General Meeting. They shall hold office for a period of one 
year, from July 1 to June 30 of the following year, except for Table Officers, who 
shall be elected for a 2 year term. 
 
To ensure that Five Table Officers are elected every year, the Executive Board 
may, from time to time, recommend that a position only be filled for one year. 
 
Members of the Executive Board shall be nominated by the membership. To 
assist in identifying potential candidates the Executive Board may form a 
nominating committee prior to the Annual General Meeting. Each nominee will 
indicate the position they are seeking on the Executive Board. A secret ballot will 
be held whereby each member of the Club, in attendance, will be entitled to vote 
for one candidate for each position. The candidate with the highest number of 
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votes will be considered elected to that position. This secret ballot will be 
conducted by a committee consisting of a Chairman and two scrutinizers, 
previously designated by the Executive Board, and all of who must not be 
seeking election at that time for that position. 
 

ii) Any member desiring to stand for election to the Executive Board but unable to 
attend the Annual General Meeting, shall deliver to the secretary before the 
Annual General Meeting, written notification, indicating the position(s) they are 
willing to let their name stand for. This notification shall be dated and signed by 
the member. 
 

iii) Any vacancy in the Executive Board may be filled by appointment by the 
Executive Board, with a two-thirds majority vote. 

 
d)         

i) The newly elected Executive Board will officially take office on July 1, and shall 
continue for a period of one year, except as noted in Bylaw #3 c) i)  
 

ii) The newly elected Executive Board will, after being duly elected at the Annual 
General Meeting, work with the outgoing Executive Board and committees from 
that time until they finally take office on July 1. At Meetings of the Executive 
Board prior to July 1, newly elected officers shall not be able to vote on business 
brought before the Board. 
 

iii) An Executive Board meeting must have a quorum to conduct business. This 
quorum is defined as fifty percent plus 1 of currently sitting Table Officers. 
Directors may attend and have a vote. Members of Committees may attend and 
provide input but will not have a vote. The Club Administrator will attend each 
meeting but will not have a vote. It is the goal of the board to reach decision by 
consensus whenever possible. 
 

iv) The newly formed Executive Board shall meet within 30 days following the AGM, 
at which time a meeting schedule for the following year will be determined. The 
Executive Board may change the meeting schedule at their discretion. Vice-
Presidents are responsible for managing each of their divisions and forming 
committees. 
 

v) Any member of the Executive Board absenting him/herself without cause from 
three consecutive meetings of the Board, or willfully neglecting his/her duties to 
the Board, may be relieved of their position by the Executive Board. 
 

vi) No Member of the Executive Board shall vote on any matter directly affecting 
him/herself or any team to which he/she or their family is associated. 
 

vii) Appendix “D” contains the Position Mandates (descriptions of the duties of all 
Executive Board officers and directors. 
 

viii) The Executive Board may remunerate individuals as it shall deem necessary 
from time to time, and such persons shall have such authority and 
responsibilities, as the Board shall determine. 
 

ix) The Executive Board may reassign responsibilities for a duty in Appendix “D” to 
another Board Member at any Board Meeting. 
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x) The Executive Board may review the performance of an Executive Board 
member at any time. Where the performance of the Board member is clearly 
shown to be below what is expected of the position by the Executive Board, the 
Board may elect to relieve the member of their position. A 2/3 majority vote of 
the Executive Board will be required. 
 
 

Bylaw #4 Annual General Meeting 

a) The Annual General Meeting of the Club shall be held prior to the 30th of June, of each 
calendar year. 

b) Notice of an Annual General Meeting must be posted in the local papers, by the Secretary, 
at least fourteen days before the meeting. Said notification shall include date, time and 
location of the meeting. Each team’s team official, shall also be notified 14 days before the 
meeting. 

c) The order of business of the Club shall be as follows: 
- Call to Order 
- Roll Call of Officers 
- Reading of the Minutes 
- Treasurer’s Report 
- Communications 
- Reports of Officers 
- Unfinished Business 
- Proposals 
- Election of Officers 
- New Business 
- Adjournment 

d) An Extraordinary Meeting of the Club may be called by written request of not less than ten 
members of the Executive Board. The purpose for which the meeting is to be called shall be 
deposited with the Secretary fourteen days prior to any Extraordinary Meeting. Team 
Officials shall be notified specifying the date, hour and place of the meeting, and nature of 
the business to be transacted thereat, and only the business specified on the motions may 
be transacted at the meeting. 

e) Unless otherwise superceded by some article of the Constitution and Bylaws of this Club, 
Robert’s Rules of Order will govern all meetings of the Club. 

 Bylaw #5 Constitutional Amendments 

a) Proposed constitutional amendments, duly signed by the proposer  and seconder, must be 
in writing to the Club Secretary thirty days before an Annual General Meeting or 
Extraordinary Meeting. The Secretary shall in turn give each team official fourteen days 
notice of such proposed amendments. 

b) Constitutional amendments, shall not be adopted unless they receive a two-thirds majority 
vote of the members present. 
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 Bylaw #6 Financial Review 

The Club shall conduct a financial review, where books and accounts of the Club shall be 
scrutinized by an independent financial consultant annually. The financial year for the Club 
will end on the 31st of May, in each year. A financial statement shall be prepared by the 
Treasurer and presented to the Executive Board before the books are placed in the hands of 
the consultant. Seven days prior to the Annual General Meeting, a financial statement shall 
be issued to the Executive Board members, and shall be submitted at the Annual General 
Meeting. 

Bylaw #7 Registration 

 

a)   All registrations must be submitted annually to the Registrar of the Club, by the date set by 
the Executive Board. 

b)    Proof of age acceptable to the Provincial Registrar must be presented during application for 
registration. 

c)   Any player not registered with the Provincial Registrar is an ineligible player, and any team 
using such a player will forfeit any game providing a protest is lodged. 

   

Bylaw #8: Discipline 

a) The Executive Board shall deal with the business of the Club as a whole. 

b) It shall be known to all concerned parties (parents, coaches, players and associations, etc.) 
that the Executive Board will perform this function. 

c) The Executive Board may review and suspend, or impose other punishment, in addition to 
the Upper Island District, MIMSL, MIWSL, LIMSL, LIWSL, B.C.S.A., or the C.S.A. for each 
player, coach, team or club official, sent from field of play during any game. 

d) The Executive Board may summon before it any coach, player, official, or other party in 
order to inquire into any offense. 

e) The Executive Board shall have the authority to remove any coach or team official given 
sufficient grounds. 

  

Bylaw #9: Transfer of players 

The transfer of players between member teams will be permitted only if the rules and 
regulations of the Provincial Association, regarding the transfer of players is adhered to. 
  

Bylaw #10 : Poaching 

Any team which, through its responsible officials, attempts to induce a registered player of 
any team to leave his/her team before the end of the current season, shall be held 
accountable for such action by the Executive Board. 
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Bylaw #11: Protests 

All protests and appeals lodged by member teams shall be referred to the Protest 
Committee of the Executive Board, in order to obtain the support of the Club. 

Bylaw #12: Colors 

a) Youth uniform colors shall be determined by the Executive Board. 

b) Adult uniform tops to be determined by players and coaches. Any changes to be approved 
by the Executive Board. 

c) The Club Logo must be displayed on all Executive Board approved garments. All advertising 
on Club uniforms and jackets must be approved by the Executive Board. 

 Bylaw #13 Sponsorship & Fundraising 

All sponsorship and fundraising monies paid to the Club will be governed and in accordance 
with the attached Club Policy (Appendixes A and B). 
  

Bylaw #14: Insurance 

The Club shall ensure that all players, team officials and game officials are insured under a 
standard team sport insurance policy. 
  

Bylaw #15: Clinics 

The Club shall promote and sponsor referee, coach and player clinics as often as 
necessary, in order to upgrade the skill level of the Club. 
  

Bylaw #16: Bursary Awards 

The Club will provide six post-secondary bursaries of $500 each to graduating grade 12 
students that are current or former members of CVUSC. 
 

Bylaw #17: Criminal Record Checks 

Criminal record checks need to be filled out and on file for all club volunteers. 
 

Bylaw #18 Tournament Fees 

The Club will provide each House Team with $150.00 per season (Fall and Spring) for 
teams wishing to participate in a soccer tournament.  
 
The Club will provide each Select Team with $300.00 per year for participation in 
tournament play or travel expenses associated with advancement to further cup play. 
This can be used for travel to Coastal Cup competitions or the Provincials. 
Reimbursement made upon presentation of receipts to Treasurer and confirmation from 
the VP of Youth Select on advancement. 
 
Teams traveling to the Provincials that involve travel out of our District may be issued 
additional funding to assist with travel expenses.  
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Comox Valley United Soccer Club 
APPENDIX ‘A’ - CVUSC YOUTH SPONSORSHIP GUIDELINE 

 
The following guidelines are in reference to Youth Sponsorship ONLY.  The Adult teams are governed 
separately from the Youth but must keep the Sponsorship Coordinator informed of businesses 
approached. 
 
There will be one Sponsorship Coordinator who will be responsible for contacting local businesses.  To 
ensure businesses are not asked for sponsorships more than once, there will be no other contacts 
approaching businesses on behalf of the CVUSC – Youth, unless previously authorized by the 
Coordinator. Club representatives need to work directly with the Coordinator, referring interested 
potential sponsors to the Coordinator and keeping the Coordinator informed of businesses approached. 
All sponsorship donations will be deposited into the general Club account to be of benefit to all 
CVUSC members. 
 
There is to be no displaying of sponsors’ logos on any Club kit item to include; jerseys, track suits, 
sweat suits, bags. 
 
Member Credits 
* House League member of the CVUSC that refers a business that sponsors at the Silver Level or 
higher will be given one (1) seasons House League youth membership for the oldest youth in the 
family, annually. 
* Any Select League member of the CVUSC that refers a business that sponsors their members’ team at 
the Gold Level or higher will have twenty percent (20%) of their sponsorship funds available to the 
assigned Select team for use towards player development or tournament expenses annually (in addition 
to tournament expenses covered under Bylaw 18). 
 
“PLUS” Option  
“PLUS” is an option that is part of all levels (Bronze, Silver, Gold and Platinum) that gives a sponsor 
an opportunity to advertise at special events and tournaments – should they be interested in further 
contribution.  
 
Past examples of special events include: 

 Mini World Cup  Provincials for U16 - U18 Boys 
…and all advertising opportunities of these programs (newsletter, booklets, t-shirts, etc) 

This “PLUS” level can also be sponsored without attaching it to a yearly sponsorship program.  It will 
cost more on its own than as part of a yearly program. 
 
 
THE CVUSC HAS ADOPTED FOUR LEVELS OF SPONSORSHIP.   THESE LEVELS ARE AS 
FOLLOWS: 
 
THE BRONZE LEVEL - $250. 
• Team photos are to be presented to the Sponsoring business at the conclusion of the season. 
• There will be acknowledgements of the Sponsor in all Club newsletters, and on our Club Website.  

This includes promoting all players and their families to support all our Sponsors. 
• At the conclusion of the season the Sponsor receives our official Letter of Acknowledgement, and 

is recognized in our annual “Thank You”, published in our local newspaper. 
• “PLUS” option available.
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THE SILVER LEVEL - $500. 
• Team photos are to be presented to the Sponsoring business at the conclusion of the season. 
• There will be acknowledgements of the Sponsor in all Club newsletters, and on our Club Website.  

This includes promoting all players and their families to support all our Sponsors. 
• At the conclusion of the season the Sponsor receives our official Letter of Acknowledgement, and 

is recognized in our annual “Thank You”, published in our local newspaper. 
•  “PLUS” option available. 
• The Sponsors’ business logo will be printed on Club letterhead used for Club business. 
• The Sponsor will be associated with the Youth House League in both the fall and spring seasons 

and will have a sandwich board approx 2’ x 3’ in size (graphics and application costs incurred by 
the sponsor) placed at soccer events. 

 
THE GOLD LEVEL - $1,000. 
• Team photos are to be presented to the Sponsoring business at the conclusion of the season. 
• There will be acknowledgements of the Sponsor in all Club newsletters, and on our Club Website.  

This includes promoting all players and their families to support all our Sponsors. 
• At the conclusion of the season the Sponsor receives our official Letter of Acknowledgement, and 

is recognized in our annual “Thank You”, published in our local newspaper. 
• “PLUS” option available. 
• The Sponsors’ business logo will be printed on Club letterhead used for Club or Team business. 
• A Select (Rep) team will be associated with the Sponsoring business and the Sponsor will be 

identified in all press releases submitted to the local newspapers. 
• An individual banner, approx. 2’ x 3’ in size, will be printed by the Club with the Sponsor’s 

business logo. These banners will be displayed at the Clubhouse during all soccer events. 
 
THE PLATINUM LEVEL - $1,500. 
• Team photos are to be presented to the Sponsoring business at the conclusion of the season. 
• There will be acknowledgements of the Sponsor in all Club newsletters, and on our Club Website.  

This includes promoting all players and their families to support all our Sponsors. 
• At the conclusion of the season the Sponsor receives our official Letter of Acknowledgement, and 

is recognized in our annual “Thank You”, published in our local newspaper. 
• “PLUS” option available. 
• The Sponsors’ business logo will be printed on Club letterhead used for Club or Team business. 
• A Select (Rep) team will be associated with the Sponsoring business and the Sponsor will be 

identified in all press releases submitted to the local newspapers. 
• An individual banner, approx. 2’ x 3’ in size, will be printed by the Club with the Sponsor’s 

business logo. These banners will displayed at the Clubhouse during all soccer events. 
• An individual sandwich board approx. 2’ x 3’ in size with the Sponsor’s business logo (graphics 

costs incurred by sponsor and application costs incurred by Club), will be displayed at fields 
during games of the associated Select team.  

 
Appendix ‘A’ – amended and ratified AGM 2008 
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Comox Valley United Soccer Club 
APPENDIX ‘B’ - CVUSC ADULT SPONSORSHIP GUIDELINE 

 
The following guidelines are in reference to Adult Sponsorship ONLY. 
 
There will be one Sponsorship Coordinator who will be responsible for contacting local businesses.  To 
ensure businesses are not asked for sponsorships more than once, there will be no other contacts 
approaching businesses on behalf of the CVUSC - Adults, unless previously authorized by the 
Coordinator. Club representatives need to work directly with the Coordinator, referring interested 
potential sponsors and keeping the Coordinator informed of businesses approached. 
 
All sponsorship funds (after team credits) will be deposited into the general club account to be of 
benefit to all CVUSC members. Any amount below $1000 is considered a “donation” and the team can 
use it all for their team. Any sponsorship $1000 and over can be a “sponsorship” and benefit from 
advertising through the Club. 
 
There is to be no displaying of sponsors’ logos on Club game jerseys. Our Platinum Level offers 
sponsor’s logo placement on jersey’s right sleeve of sponsor purchased jerseys. 
 
“PLUS” Option  
“PLUS” is an option that is part of both levels (Gold and Platinum) that gives a sponsor an opportunity 
to advertise at special events and tournaments – should they be interested in further contribution. Due to 
the Platinum Level being a two year commitment, the sponsor will be asked on a yearly basis if they are 
interested in this “PLUS” program. 
 
Team Credits 
* Any Adult League member of the CVUSC that refers a business that sponsors at the Gold Level will 
have twenty percent (20%) of the Gold Level sponsorship funds available to their team for use towards 
player development or tournament expenses (in addition to tournament expenses covered under Bylaw 
18). 
* Any Adult League member of the CVUSC that refers a business that sponsors at the Platinum Level 
will have ten percent (10%) of the Platinum Level sponsorship funds available each year for two (2) 
years to their team for use towards player development or tournament expenses (in addition to 
tournament expenses covered under Bylaw 18). 
 
THE CVUSC HAS ADOPTED TWO LEVELS OF SPONSORSHIP.   THESE LEVELS ARE AS 
FOLLOWS: 
 
The Gold Level - $1,000.00 
• Team photos are to be presented to the Sponsoring business at the conclusion of the season. 
• There will be acknowledgements of the Sponsor in all club newsletters, and on our Club Website.  

This includes promoting all players and their families to support all our Sponsors. 
• At the conclusion of the season the Sponsor receives our official Letter of Acknowledgement, and 

is recognized in our annual “Thank You”, published in our local newspaper. 
• The Sponsors’ business logo will be printed on Club letterhead used for team business. 
• An adult team will be associated with the Sponsoring business and the Sponsor will be identified 

in all weekly press releases submitted to the local newspapers. 
• Gym rental fees up to $500.00 annually per team to be covered by the Club. 
• An individual sandwich board approx. 2’ x 3’ in size with the Sponsor’s business logo (graphics 

costs incurred by sponsor and application cost incurred by club), will be displayed at fields during 
games of the associated adult team. 

•  “PLUS” option available. 
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The Platinum level - $2,500.00   TWO-YEAR COMMITMENT! 
• Team photos are to be presented to the Sponsoring business at the conclusion of the season. 
• There will be acknowledgements of the Sponsor in all club newsletters, and on our Club Website.  

This includes promoting all players and their families to support all our Sponsors. 
• At the conclusion of the season the Sponsor receives our official Letter of Acknowledgement, and 

is recognized in our annual “Thank You”, published in our local newspaper. 
• The Sponsors’ business logo will be printed on Club letterhead used for team business. 
• An adult team will be associated with the Sponsoring business and the Sponsor will be identified 

in all weekly press releases submitted to the local newspapers. 
• Gym rental fees up to $500.00 annually per team to be covered by the club. 
• An individual sandwich board approx. 2’ x 3’ in size with the Sponsor’s business logo (graphics 

costs incurred by sponsor and application costs incurred by club), will be displayed at fields 
during games of the associated adult team. 

• “PLUS” option available. 
• Sponsor option to purchase jerseys for their affiliated adult team and apply their sponsor logo to 

the jersey’s right sleeve. CVUSC logo also to be visible on front of jersey.  
 
 
Appendix ‘B’ – created and ratified AGM 2008 
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Comox Valley United Soccer Club 
APPENDIX ‘C’ - CVUSC STRUCTURED REGISTRATION FEES 

 
 
Adult League 
September 1  $170 
January 1  $115 
March 1  $80 
 

 
 
Youth House League 
Last registration date as set by Youth Committee – Fall Season in mid-August and Spring Season in 
mid-February 
 
U6 to U8  $65 
U9 to U15  $80 
U16-18  $60 
 
After last registration date: 
U6 to U8  $90 
U9 to U15  $105 
U16-18  $60 
 
After ½ Season: 
U6 to U8  $55 
U9 to U15  $70 
U16-18  $40 
 

 
 
Youth Select League 
Last registration date as set by Youth Committee – Fall Season in mid-August 
U12 to U18  $170 
 
After last registration date: 
U12 to U18  $195 
 
January 1 
U12 to U18  $115 
 
Appendix ‘C’ – created and ratified AGM 2008 
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Comox Valley United Soccer Club 
APPENDIX ‘D’ - CVUSC POSITION MANDATES - CLUB EXECUTIVE & DIRECTORS 

 
CVUSC POSITION MANDATE: Club Presi dent 

 
SCOPE: 

 
To be an important representative of the Comox Valley United Soccer Club, acting at all times to 
promote soccer in our community as a healthy, enjoyable and rewarding pastime. 

 
SPECIFICS: 

 
This position is intended to develop soccer in our community by taking on the following responsibilities: 
 
Act as the official spokesperson for the organization in meetings with, local dignitaries, including the 
City of Courtenay and the Town of Comox and their respective recreation departments, media, 
business representatives, school district and other individuals as required. 
 
To work hand in hand with the Executive Board and other Committees to develop ongoing soccer 
programs within the community as well as other out of community competitions. The President is a 
member on any and all committees. Along with the Treasurer and Vice Presidents of Youth House 
League and Youth Select League, is a signing officer of the Club. 
 
Ensure the Constitution of the Club is followed at all times and take action, through a reporting officer 
to ensure proper risk management is in place. 
 
Ensure the business side of the club continues to provide quality support to the playing members of 
the club. 
 
Act as a referral point for the Executive and other Committee members with regard to contentious 
situations. 
 
The incumbent of this position is required to be the chairperson at all Executive meetings, including the 
Annual General Meeting, prepared to listen to recommendations brought forward by other attendees, 
bringing such matters forward to a vote where required and casting the final ballot in the case of a tie. 
The incumbent is expected to designate a Vice-President of the Club Executive Board to chair 
Executive meetings in his/her absence. 
 
VICE PRESIDENTS - In the absence of the President, one of the Vice Presidents will take over all 
duties and responsibilities of the President. S/he may be a member of any and all committees and is to 
assist in any area needed. Besides being responsible for his/her division, the Vice Presidents should 
have exposure to all facets of the Club. 
 
 
CVUSC ClubPresidentMandate 2007 – ratified AGM 2007 
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CVUSC POSITION MANDATE:  Vice Presi dent Youth House 
 
SCOPE: 
 
To be an important representative of the Comox Valley United Soccer Club, acting at all times to 
promote soccer in our community as a healthy, enjoyable and rewarding pastime. 
 
SPECIFICS: 
 
This position is intended to assist the Club President by taking on the following responsibilities: 
 
The incumbent is responsible for the organization and running both a spring and fall season of house 
soccer for both girls and boys working through a dedicated Committee of division managers and 
coaches. 
 
This function will require close liaison with other members of the club but in particular the Club 
Registrar, Vice President Select Soccer, Equipment Manager, Field Manager, Scheduler and others. 
Along with the President, Treasurer and Vice President of Youth Select League, is a signing officer of 
the Club. 
 
The incumbent should have a good knowledge of both the Club Constitution and the Youth Policy & 
Procedures Manual for youth soccer, being mindful of risk management at all times. 
 
The incumbent of this position is required to attend all Executive meetings, including the Annual 
General Meeting, prepared to bring recommendations forward for approval by the Club Executive. 
 
 
CVUSC VPYouthHouseSoccerMandate 2007 – ratified AGM 2007 
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CVUSC POSITION MANDATE:  Vice Presi dent Youth Select 
 
SCOPE: 
 
To be an important representative of the Comox Valley United Soccer Club, acting at all times to 
promote soccer in our community as a healthy, enjoyable and rewarding pastime. 
 
SPECIFICS: 
 
This position is intended to assist the Club President by taking on the following responsibilities: 
 
Act as the official representative for the Comox Valley United Soccer Club at all Upper Island Soccer 
meetings. Attending both the CVUSC Executive and Select meetings to ensure information is 
disbursed back to the club.   
 
The incumbent may be requested to assist in the organization of any major events hosted by CVUSC, 
particularly Island cup or Provincial competitions. 
 
The incumbent is responsible for organizing a full slate of both girl’s and boy’s select teams for 
competition within the Upper Island League as well as other cup competitions. The incumbent will work 
with Select Committee on issues as required, ensuring the Constitution and Youth Policy & Procedures 
Manual are properly followed. 
 
It will also be necessary to work closely with other club officials but in particular, V.P. House Soccer, 
V.P. Development, Field Manager, Equipment Manager, Scheduler, Registrar, and others. Along with 
the President, Treasurer and Vice President of Youth House League, is a signing officer of the Club. 
 
The incumbent of this position is required to attend all Executive meetings, including the Annual 
General Meeting, prepared to bring recommendations forward for approval by the Club Executive. 
Attendance at Youth House Committee meetings only if deemed necessary. 
 
 
CVUSC VPYouthSelectSoccerMandate 2007 – ratified AGM 2007 
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CVUSC POSITION MANDATE:  Vice Presi dent Masters 
 
SCOPE: 
 
To be an important representative of the Comox Valley United Soccer Club, acting at all times to 
promote soccer in our community as a healthy, enjoyable and rewarding pastime. 
 
SPECIFICS: 
 
This position is intended to assist the Club President by taking on the following responsibilities: 
 
Organizing a group of senior soccer players who wish to play the game on a regular basis. 
 
Continuing to strive to become a registered member of BC Soccer Association while continuing to play 
within the structure of Upper Island league play. 
 
The incumbent of this position is required to attend all Executive meetings, including the Annual 
General Meeting, prepared to bring recommendations forward for approval by the Club Executive. 
 
 
CVUSC VPMastersMandate 2006 – ratified AGM 2006 
 
 
 
CVUSC POSITION MANDATE:  Vice Presi dent Mens 
 
SCOPE: 
 
To be an important representative of the Comox Valley United Soccer Club, acting at all times to 
promote soccer in our community as a healthy, enjoyable and rewarding pastime. 
 
SPECIFICS: 
 
This position is intended to assist the Club President by taking on the following responsibilities: 
 
Organize and run soccer for men in the local community. 
 
The incumbent of this position is required to attend all Executive meetings, including the Annual 
General Meeting, prepared to bring recommendations forward for approval by the Club Executive. 
 
 
CVUSC VPMensMandate 2006 – ratified AGM 2006 
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CVUSC POSITION MANDATE:  Vice Presi dent Womens 
 
SCOPE: 
 
To be an important representative of the Comox Valley United Soccer Club, acting at all times to 
promote soccer in our community as a healthy, enjoyable and rewarding pastime. 
 
SPECIFICS: 
 
This position is intended to assist the Club President by taking on the following responsibilities: 
 
Organize and run soccer for women in the local community. 
 
The incumbent of this position is required to attend all Executive meetings, including the Annual 
General Meeting, prepared to bring recommendations forward for approval by the Club Executive. 
 
 
CVUSC VPWomensMandate 2006 – ratified AGM 2006 
 
 
CVUSC POSITION MANDATE:  Vice Presi dent Development 
 
SCOPE: 
 
To be an important representative of the Comox Valley United Soccer Club, acting at all times to 
promote soccer in our community as a healthy, enjoyable and rewarding pastime. 
 
SPECIFICS: 
 
This position is intended to assist the Club President by taking on the following responsibilities: 
 
The incumbent of this position has the responsibility of improving the skills and abilities of all players 
and coaches involved within the Comox Valley United Soccer Club. 
 
This will be achieved by organizing a variety of clinics and programs for players of different abilities 
wishing to improve their skills as well as clinics and training for all coaches within the club. 
 
The incumbent will have to work closely with other members of the club but in particular, V.P. Youth 
House Soccer, V.P. Youth Select Soccer, club coaches, Club Registrar, Field Manager, Equipment 
Manager and others. When problems occur with a team and coach, shall initiate action to correct such 
problems. 
 
The incumbent will hold coaches meetings at the beginning of each House League season. The 
incumbent of this position is required to attend all Executive meetings, including the Annual General 
Meeting, prepared to bring recommendations forward for approval by the Club Executive. 
 
 
CVUSC VPDevelopmentMandate 2007 –ratified AGM 2007 
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CVUSC POSITION MANDATE: Club Secretar y 
 

SCOPE: 
 
To be an important representative of the Comox Valley United Soccer Club, acting at all times to 
promote soccer in our community as a healthy, enjoyable and rewarding pastime. 
 
SPECIFICS: 
 
This position is intended to assist the Club President by taking on the following responsibilities: 
 
The incumbent of this position reports to the Club Executive but maybe required to complete 
confidential documents on behalf of the President. 
 
The incumbent will record and produce minutes of all Executive meetings and is therefore required to 
be at all Executive meetings including the Annual General Meeting. 
 
The incumbent of this position maybe required to prepare correspondence on behalf of the club by the 
President. 
 
The incumbent is responsible for keeping accurate records of all meetings, correspondence and the 
recording of all policies of the Club. The incumbent is responsible for producing club newsletters. 
 
The incumbent may be requested to attend other meetings of the club and record and produce the 
minutes, but this is within the discretion of the incumbent. 
 
 
CVUSC ClubSecretaryMandate 2007 – ratified AGM2007 
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CVUSC POSITION MANDATE:  Club Treasurer 
 
SCOPE: 
 
To be an important representative of the Comox Valley United Soccer Club, acting at all times to 
promote soccer in our community as a healthy, enjoyable and rewarding pastime 
 
SPECIFICS: 
 
This position is intended to assist the Club President by taking on the following responsibilities: 
 
This position will report to the Club Executive but maybe asked to provide financial information to the 
club President directly. 
 
The Treasurer will be a signing officer for the Club and will handle the accounts of the Club along with 
the President and/or Vice Presidents. 
 
All purchases require an invoice along with prior approval by the Executive Board. 
 
All collected funds shall be given to the Treasurer for banking. The Treasurer may, from time to time, 
designate someone to collect funds. 
 
The incumbent will maintain all financial records for the club at the office location using software 
provided by and the property of CVUSC. 
 
Cheques will be issued on all account’s bank statements reconciled on a month by month basis. 
 
Financial information will be turned over to a designated accounting firm for an annual review as soon 
after year-end as convenient. 
 
The incumbent of this position is required to attend all Executive meetings, including the Annual 
General Meeting, prepared to present an up to date financial statement. 
 
 
CVUSC TreasurerMandate 2007 – ratified AGM 2007 
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CVUSC POSITION MANDATE:  Club Registr ar 
 
SCOPE: 
 
To be an important representative of the Comox Valley United Soccer Club, acting at all times to 
promote soccer in our community as a healthy, enjoyable and rewarding pastime. 
 
SPECIFICS: 
 
This position is intended to assist the Club President by taking on the following responsibilities: 
 
Reporting to the Club Executive, the incumbent is responsible for seeing that a registration form is 
completed for all individuals requesting to play soccer at the Youth House, Youth Select or Women’s 
league levels. Funds collected from all player’s registrations should be deposited to the bank 
“registration account” with sufficient information being provided to the Club Treasurer to know how 
much has been derived from different players registered. 
 
Similarly, players wishing to be involved with a development clinic should also complete a registration 
form and funds from these sources turned over to the Club Treasurer with a copy of the completed 
registration form. Close contact with the V.P. Development will be required to ensure this function 
completes efficiently. 
 
The Registrar is responsible for organizing volunteers to assist with registration process. The Registrar 
shall distribute registrations to Youth House Division Managers for placement on teams. After the start 
of the season all players must register with the Registrar directly. The players will be placed on teams 
only where there is room. 
 
The Registrar is responsible for providing registration data to BC Soccer each fall and spring season. 
 
Requests for refunds for Youth House, Youth Select and Women’s soccer should be given to the 
Administrator who will complete the cheque for incumbent’s co-signature.  Requests for a refund from 
player development should be approved by the V.P. Development and then given to the Club 
Treasurer for issuing the refund cheque. The incumbent is a signing officer on the Registration 
Account. 
 
The incumbent of this position is required to attend all Executive meetings, including the Annual 
General Meeting, prepared to bring recommendations forward for approval by the Club Executive. 
 
 
CVUSC ClubRegistrarMandate 2007 – ratified AGM 2007 
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CVUSC POSITION MANDATE:  Referee-in-Chief 
 
SCOPE: 
 
To be an important representative of the Comox Valley United Soccer Club, acting at all times to 
promote soccer in our community as a healthy, enjoyable and rewarding pastime 
 
SPECIFICS: 
 
This position is intended to assist the Club President by taking on the following responsibilities: 
 
Acts as the liaison between the Club and BC Soccer Referees Association. 
 
Ensure properly qualified referees and assistants are in attendance at all games requiring officiating. 
 
Ensure the quality of such officiating is improved through evaluation and training of all referees and 
assistants of all levels of proficiency. 
 
Ensure ongoing recruitment and training of new officials to the club, organizing regular referee clinics. 
 
Ensure all referees are properly registered. 
 
Ensure all referees are remunerated on a regular basis. 
 
The incumbent of this position is requested to attend all Executive meetings, including the Annual 
General Meeting, prepared to bring recommendations forward for approval by the Club Executive. 
 
 
CVUSC RefereeinChiefMandate 2006 – ratified AGM 2006 
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CVUSC POSITION MANDATE:  Scheduler 
 
SCOPE: 
 
To be an important representative of the Comox Valley United Soccer Club, acting at all times to 
promote soccer in our community as a healthy, enjoyable and rewarding pastime. 
 
SPECIFICS: 
 
This position is intended to assist the Club President by taking on the following responsibilities: 
 
Reporting to the Club Executive, the incumbent has the responsibility of arranging a schedule of times 
and locations for soccer games for all members of the club. Close contact with all Vice Presidents to 
meet with their requests will be crucial, as well as with the Head Referee, in ensuring he has an up to 
date list of games scheduled. 
 
A copy of all games scheduled should also be provided to the Club Administrator to assist in 
answering simple phoned requests. 
 
Similarly a copy should be provided to the Field Manager so appropriate set up of fields can take 
place. 
 
A detailed process for game cancellations should be in place and understood by all individuals 
possibly affected. 
 
The incumbent of this position is invited to attend all Executive meetings, including the Annual General 
Meeting, prepared to bring recommendations forward for approval by the Club Executive. 
 
 
CVUSC SchedulerMandate 2007 – ratified AGM 2007 
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CVUSC POSITION MANDATE:  Equipment Manager 
 
SCOPE: 
 
To be an important representative of the Comox Valley United Soccer Club, acting at all times to 
promote soccer in our community as a healthy, enjoyable and rewarding pastime. 
 
SPECIFICS: 
 
This position is intended to assist the Club President by taking on the following responsibilities: 
 
Reporting to the Club Executive, the incumbent of this position has the responsibility of ensuring all 
members of the club have sufficient equipment to make their role easier. However this has to be 
balanced by the cost factor to the club and new uniforms and other supplies should be placed on a 
purchase order and pre-approved by the Club Executive. Confirmation of receipt of the supplies should 
be given to the Club Treasurer together with an invoice before payment will be finalized. 
 
Several quotes should be obtained from suppliers when considering larger orders. 
 
The incumbent of this position is requested to submit a yearly budget for equipment and have an 
ongoing upgrading program for equipment. 
 
Volunteer assistance for issuing and collecting equipment should be requested in advance from the 
Chief Volunteer. 
 
The incumbent of this position is requested to attend all Executive meetings, including the Annual 
General Meeting, prepared to bring recommendations forward for approval by the Club Executive. 
 
 
CVUSC EquipmentManagerMandate 2007 – ratified AGM 2007 
 
CVUSC EquipmentManagerAssistantMandate 2008 – see Appendix E – Other / page 30 
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CVUSC POSITION MANDATE: Field Manager 
 
SCOPE: 
 
To be an important representative of the Comox Valley United Soccer Club, acting at all times to 
promote soccer in our community as a healthy, enjoyable and rewarding pastime. 
 
SPECIFICS: 
 
This position is intended to assist the Club President by taking on the following responsibilities: 
 
Reporting to the Club Executive, the incumbent of this position is responsible for ensuring adequate 
playing fields are available for all scheduled games. This includes the proper goals, nets & flags being 
available and knowledge that the fields have been properly lined.  
 
It will be important to work closely with all Vice Presidents of the club as well as the Club Scheduler. 
 
Also communication directly with the Club President or recreation department member may be 
required. 
 
While ensuring all games have the best opportunity for completion, wear and tear of the fields is also 
of vital importance to the club. 
 
The incumbent of this position is invited to attend all Executive meetings, including the Annual General 
Meeting, prepared to bring recommendations forward for approval by the Club Executive. 
 
 
CVUSC FieldManagerMandate 2006 – ratified AGM 2006 
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Comox Valley United Soccer Club 
APPENDIX ‘E’ - CVUSC POSITION MANDATES - OTHER 

 
CVUSC POSITION MANDATE:  Club Admi nistr ator 
 
SCOPE: 
 
To be an important representative of the Comox Valley United Soccer Club, acting at all times to 
promote soccer in our community as a healthy, enjoyable and rewarding pastime. 
 
SPECIFICS: 
 
This paid position is intended to assist the CVUSC Executive by taking on the following 
responsibilities: 
 
The incumbent will complete the following tasks on a contract basis and therefore has the flexibility of 
working at their own choice of time and location whenever possible, and is able to sub contract work 
when deemed necessary. 
 
The incumbent will: 
 
• Assist all members of the club with data entry and retrieval. 
• Assist all areas of the club with internal and external communication including management of the 
club web site, channeling e-mail, telephone and written messages to the correct club individual for 
reply. 
• Act as the primary contact for club sponsors, including the responsibility for growing new sponsors 
and retaining existing. Modifications of sponsor packages should be developed for recommending the 
changes to the Club Executive. 
• Be responsible for ordering, pricing and distribution of the “Club Kit”, retaining a small working supply 
and working with the intention of making a small profit on the sales. 
• Be responsible to ensure all youth house team players, youth select team players and women’s 
league players are registered with BC Soccer Association on an ongoing basis, and seeing that the 
required identification cards are issued as required. 
• Act as the club contact for the internal booking of the clubhouse facility and liaises with City of 
Courtenay for external uses. 
• Issue refund cheques for the co-signature of the registrar. Is a signing officer on the registration 
account. 
 
May do other duties for other club members, however these requests should be completed in writing, 
detailing the duties required and the length of time required to complete them. These duties will be 
compensated outside of the contract rate and it is understood that volunteer help should be used 
whenever practical. Acceptance of the additional duties is at the discretion of the incumbent and 
copies of agreed to requests should be provided to the Treasure. Prior Executive approval may be 
required for more expensive projects. 
 
An invoice should be presented to the club at the end of each month detailing, the items completed 
and the time taken to complete items under the contract as well as copies of the signed requests for 
duties completed in addition to the contract. 
 
The incumbent of this position is requested to attend all Executive meetings, including the Annual 
General Meeting, prepared to bring recommendations forward for approval by the Club Executive. 
 
CVUSC AdministratorMandate 2007 – ratified AGM 2007
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CVUSC POSITION MANDATE: Concessi on Manager 
 

SCOPE: 
 
To be an important representative of the Comox Valley United Soccer Club, acting at all times to 
promote soccer in our community as a healthy, enjoyable and rewarding pastime. 
 
SPECIFICS: 
 
This position is intended to assist the Club President by taking on the following responsibilities: 
 
Reporting to the Club Executive, this position is designed to manage the concession facility on behalf 
of the CVUSC at the clubhouse location on Lerwick Road. 
 
The incumbent has the responsibility of ensuring sufficient supplies are on hand to provide food 
services to the general public whenever requested by the soccer club or by Courtenay Recreation 
department as well as recruiting and managing volunteers. However as the club’s intention is to use 
the facility to generate revenue for the club you are empowered to close the concession if there is 
insufficient demand. 
 
It is recommended volunteer assistance be obtained in times of heavy anticipated demand and you 
should contact the Chief Volunteer for a list of volunteer names. Net cash receipts and bill for 
payments should be given to the Club Treasurer together with your total hours spent working on this 
contract. Reimbursement of your time will be made at $10.00 per hour.  
 
As the facility is rented from The City of Courtenay any building deficiencies should be advised to them 
as soon as possible. 
 
A food safe completion certificate is a prior requirement of this position. 
 
The incumbent of this position is invited to attend all Executive meetings, including the Annual General 
Meeting, prepared to bring recommendations forward for approval by the Club Executive. 
 
 
CVUSC ConcessionManagerMandate 2006– ratified AGM 2006 
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CVUSC POSITION MANDATE: Chief Volunteer Co-ordinator 
 
SCOPE: 
 
To be an important representative of the Comox Valley United Soccer Club, acting at all times to 
promote soccer in our community as a healthy, enjoyable and rewarding pastime. 
 
SPECIFICS: 
 
This position is intended to assist the Club President by taking on the following responsibilities: 
 
Reporting to the Club Executive, the prime responsibility of this position is to provide suitable volunteer 
assistance to other officers of the club when requested. 
 
To accomplish this objective the incumbent will have to work closely with other members of the soccer 
club, in particular, V.P. Youth House Soccer, Club Registrar, Concession Manager, Equipment 
Manager, Field Manager, V.P. Development and others. 
 
The incumbent should maintain a list of volunteers updated regularly from player registration forms and 
other sources. 
 
The incumbent of this position is invited to attend all Executive meetings, including the Annual General 
Meeting, prepared to bring recommendations forward for approval by the Club Executive. 
 
CVUSC ChiefVolunteerMandate 2006 – ratified AGM 2006 
 
 
 
CVUSC POSITION MANDATE: Divi sion Manager 
 
SCOPE: 
 
To be an important representative of the Comox Valley United Soccer Club, acting at all times to 
promote soccer in our community as a healthy, enjoyable and rewarding pastime. 
 
SPECIFICS: 
 
This position is intended to assist the Division Manager Liaison and the VP Youth House by taking on 
the following responsibilities: 
 
The incumbent of this position is requested to: 
⋅ Perform day to day administrative duties related to all Youth House Divisions. 
⋅ Work with the Division Manager Liaison and VP Development to ensure Coaches are available for  
  the coming season. 
⋅ Assist with disbursement of equipment prior to season start and relay information between  
  Coaches and the Youth Committee. 
 
The incumbent of this position is required to attend all Youth Committee meetings as well as the 
Annual General Meeting, prepared to bring recommendations forward for approval by the Club 
Executive. 
 
CVUSC DivisionManagerMandate 2008 - ratified AGM 2008 
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CVUSC POSITION MANDATE: Divi sion Manager Liaison 
 
SCOPE: 
 
To be an important representative of the Comox Valley United Soccer Club, acting at all times to 
promote soccer in our community as a healthy, enjoyable and rewarding pastime. 
 
SPECIFICS: 
 
This position is intended to assist the VP Youth House by taking on the following responsibilities: 
 
⋅ Manage administrative duties related to all Youth House Divisions including: 

- Writing the division manager’s letter and sending electronic copies of the schedule. 
- Setting the timetable for various division manager duties. 
- Creating the letters to the coaches. 
- Assembling the documents to be used in the coaches’ packages.  
- Included in the coaches packages are player rating forms, schedule, jersey sign out forms, 

emergency protocols and fair play codes. 
⋅ Work with the VP Development to ensure coaches are available for the coming season. 
⋅ Arrange with the equipment manager for disbursement of equipment prior to season start. 
⋅ Relay information to and from Division Managers of the Youth Committee. 
Manage the risk assessment forms to ensure all coaches and volunteers have it completed. 
 
The incumbent of this position is requested to attend all Youth Committee meetings, including the 
Annual General Meeting, prepared to bring recommendations forward for approval by the Club 
Executive. 
 
CVUSC DivisionManagerLiaisonMandate 2008 - ratified AGM 2008 
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CVUSC POSITION MANDATE: Equipment Manager Assistant 
 
SCOPE: 
 
To be an important representative of the Comox Valley United Soccer Club, acting at all times to 
promote soccer in our community as a healthy, enjoyable and rewarding pastime. 
 
SPECIFICS: 
 
This position is intended to assist the Club President and Equipment Manager by taking on the 
following responsibilities: 
 
Reporting to the Club Executive, the incumbent of this position assists the Equipment Manager by 
ensuring all members of the club have sufficient equipment to make their role easier. However this has 
to be balanced by the cost factor to the club and new uniforms and other supplies should be placed on 
a purchase order and pre-approved by the Club Executive. Confirmation of receipt of the supplies 
should be given to the Club Treasurer together with an invoice before payment will be finalized. 
 
Several quotes should be obtained from suppliers when considering larger orders. 
 
The incumbent of this position is requested to: 
⋅ assist with a yearly budget for equipment and have an ongoing upgrading program for  
  equipment. 
⋅ organize the moving of goal posts between city fields at the beginning of each season. 
⋅ organize hand-out and return of Select Team equipment totes. 
⋅ organize, stock and manage 1st Aid Kits for Youth House, Youth Select and Adult leagues. 
 
Volunteer assistance for issuing and collecting equipment should be requested in advance from the 
Chief Volunteer. 
 
The incumbent of this position is requested to attend all Executive meetings when the Equipment 
Manager is unavailable, including the Annual General Meeting, prepared to bring recommendations 
forward for approval by the Club Executive. 
 
CVUSC EquipmentManagerAsstMandate 2008 - ratified AGM 2008 
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CVUSC POSITION MANDATE: Sunday Assi stant Refer ee Co-ordinator 
 
SCOPE: 
 
To be an important representative of the Comox Valley United Soccer Club, acting at all times to 
promote soccer in our community as a healthy, enjoyable and rewarding pastime. 
 
SPECIFICS: 
 
This position is intended to assist the VP Youth Select by taking on the following responsibilities: 
 
The Sunday Assistant Referee coordinator is responsible to find two assistant referees/linespeople for 
each Select game. Any given Sunday we will have zero to 12 games. Typically 6 to 9 games are 
played. Like the Saturday Coordinator there are no additional responsibilities with this job. 
 
The Upper Island Soccer Association scheduled the Referees for Sunday games. One thing about this 
job is that 90% of the time if we don't have assistants there is no problem. Though we want to have 
them if they can't be scheduled then a parent is given the job. Only during cup play we must have 
assistants. Otherwise we are fined and it is expensive. 
 
We have a large number of referees. This fact along with that most of the referees also play is the 
largest challenge faced by the coordinator. They will either have too many or not enough. Having not 
enough results when the select teams are playing in tournaments other than their regular Sunday 
league games. 
 
All other responsibilities, evaluation, training, etc are the responsibilities of the Head Referee. 
 
The incumbent should maintain a list of referees updated from the Referee’s Association. 
 
The incumbent of this position is invited to attend all Youth Select Committee meetings, as well as the 
Annual General Meeting, prepared to bring recommendations forward for approval by the Club 
Executive. 
 
CVUSC SundayAssistantRefereeCoordinatorMandate 2008 - ratified AGM 2008 
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CVUSC POSITION MANDATE: Saturday Refer ee Co-ordinator 
 
SCOPE: 
 
To be an important representative of the Comox Valley United Soccer Club, acting at all times to 
promote soccer in our community as a healthy, enjoyable and rewarding pastime. 
SPECIFICS: 
 
This position is intended to assist the VP Youth House by taking on the following responsibilities: 
 
The Saturday coordinator is responsible to find referees for Saturday Youth House league games in 
the U9 and older age groups. Approximately 25 games in the fall and 35 in the Spring. 
 
They are also responsible to keep track of who has refereed and forward that information on so the 
referees can be paid. This is done monthly. It is not the responsibility of the Saturday Coordinator to 
pay the referees. It is up to the Coordinator how they contact 
the referees. 
 
We have a large number of referees. This fact along with that most of the referees also play is the 
largest challenge faced by the coordinator. They will either have too many or not enough. Having not 
enough results when the select teams are playing in tournaments other than their regular Sunday 
league games. 
 
All other responsibilities, evaluation, training, etc are the responsibilities of the Head Referee. 
 
The incumbent should maintain a list of referees updated from the Referee’s Association. 
 
The incumbent of this position is invited to attend all Youth Committee meetings, including the Annual 
General Meeting, prepared to bring recommendations forward for approval by the Club Executive. 
 
CVUSC SaturdayRefereeCoordinatorMandate 2008 - ratified AGM 2008 
 


