
AJFC POLICY AND PROCEDURES 
 

AJFC EXECUTIVE BOARD 
 
PRESIDENT: Is the chief officer of AJFC, as such the officer is responsible for the overall 
organization, setting goals, guiding policy, and administering the organization in terms of 
public relations, program issues, financial budgeting and obligations.  The President is also 
responsible for setting the agendas for monthly meetings, chairing it and working in 
conjunction with the Treasurer in developing an annual budget and co-signing all 
organizational checks.  The ideal candidate is an individual who is diplomatic, has a full 
knowledge of the organization’s scope, is a good listener and is capable of putting aside 
self-interests for the betterment of AJFC as a whole.  This office holder must also be on 
the board of directors.   
 
VICE PRESIDENT: Serves in the absence of the President and is responsible for other 
tasks as assigned by the President.  The ideal candidate is one who can work closely with 
the President and possesses the same qualities as that of the ideal Presidential candidate.  
This office holder must also be on the board of directors.   
 
SECRETARY/ REGISTRAR: Is the official record keeper of the organization.  This 
position is responsible for maintaining and publishing all meeting minutes, maintenance 
of Board of Directors rosters and committee assignments.  The ideal candidate should be 
organized, a good listener, possess the ability to take and transcribe meeting minutes.  
This office holder must also be on the board of directors.  The Secretary is usually also the 
Committee Chairperson for Registration- see below.  The Secretary is also responsible to 
keep each team rosters’ current and that each participant is placed on the correct team.  
Forward team rosters to all head coaches once registration is completed and as changes 
are made (i.e. late registration, quitters). The Secretary is also responsible for the 
Sunshine Committee where as board members or their spouses or their children or in-
laws and team participants may get arrangements or donations. Sympathy/get well cards 
etc. may be sent anyone. 
 
TREASURER: Is the fiscal officer of the organization, responsible for AJFC’s annual 
budget and the accounting and paying of all AJFC bills and accounts.  The Treasurer also 
is responsible for the filing of the organization’s annual tax  return and is the 
keeper of the organizations nonprofit documentation.  The ideal candidate should be 
honest and trustworthy, familiar with bookkeeping and tax issues and is able to make 
monthly financial reports to the Board of Directors.  The treasurer should also be readily 
accessible, diplomatic, and accustomed to giving timely attention to AJFC financial 
matters including deposits, bill paying, and monthly reconciliation of bank records.  This 
office holder must also be on the board of directors.   
 
FOOTBALL COMMISSIONER: Serves in the dual capacity of football administer for AJFC 
and the Empire West Youth Football and Cheerleading League (herein EWYFCL) as 
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indicated by the EWYFCL Bylaws.  The commissioner is the main contact person between 
the league and the AJFC organization.  As such the commissioner is expected to 
communicate all league business back to the home organization and represents the home 
organization to the League.  
 As the AJFC football commissioner, the individual works closely with the 
cheerleading coordinator in representing AJFC to the League. Locally, the commissioner 
is responsible for the organization of the football program; including recruitment of 
coaches, league mandated certification of coaches, education of coaches in regard to 
EWYFCL rules, develop and administer program philosophies, make available information 
and training materials for youth football coaching staff, registration of program 
participants, coordinates football physicals and secures proper facilities, prepares rosters 
for AJFC records and League submission.  The commissioner also oversees game day 
scheduling, securing game day referees, facilities, and game day equipment.  The football 
commissioner follows up on any outstanding fees or monies owed by football 
participants; communicates EWYFCL rules and philosophies to AJFC members, parents 
and participants; serves as a liaison between parents, coaches, and participants and acts 
to resolve complaints.  In addition, the commissioner is expected to be present and 
accessible to parents, coaches and players at all AJFC practices throughout the year and 
is responsible for insuring that safe and proper practice sessions are conducted 
conforming to league rules.  The commissioner is also responsible for assisting the 
president and treasurer in preparation of the annual AJFC budget and offers to the Board 
of Directors and EWYFCL Bylaw or Rule amendments that may strengthen the youth 
sports program of not only AJFC but of the EWYFCL League.  The commissioner is expected 
to report monthly to the AJFC Board of Directors on matters brought before the EWYFCL 
Board of Commissioners.   
 As a EWYFCL League official, the commissioner works closely with the coordinator 
in representing the league to AJFC.  The commissioner must attend monthly league 
meetings and other meetings, seminars and/or clinics as called by the league.  Serves as 
the AJFC liaison to the league on all policy matters, which include financial matters; 
program philosophy; disciplinary action; football and cheerleading rules.  In addition, as 
commissioner, the individual is required to attend all EWYFCL football games and 
competitions; maintaining strict adherence to league rules and guidelines.  The position 
is also responsible for the completion and filing of injury/ accident reports with the league 
and providing insurance forms as warranted. Also providing game and announcer rosters 
as required, providing AJFC player books, review opponents player books, conduct pre 
and official game day weigh-ins, report to the league weekly on game scores and any 
misconduct occurring on game days.  As the football commissioner, the individual has the 
sole and ultimate responsibility of maintaining order of players, coaches, fans and 
referees.  The commissioner has the sole authority of canceling a game(s) when it is felt 
that the safety of all present may not be reasonably assured.  The commissioner has the 
authority to remove or restrict individuals for attending EWYFCL functions, unilaterally 
issue disciplinary action and act as a health proxy in the event of medical emergency when 
the parents and/or guardian is unavailable.  The ideal candidate is highly organized, can 
make a strong commitment in terms of time, can accept criticism, is diplomatic, is fair-
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minded, is able to relate to people on both professional and personal levels {including 
adults and children}, has a strong understanding of youth sports and the AJFC program 
and ideals, and is able to put self- interest aside for the greater advancement of the AJFC 
program.  It is preferable that the commissioner have a strong background in football, 
coaching, and youth activities.  This office holder must also be on the board of directors.   
 
 
CHEERLEADING COORDINATOR: Serves in the dual capacity of cheerleading 
administer for AJFC and the EWYFCL Youth Football and Cheerleading League as indicated 
by the EWYFCL Bylaws.  The coordinator is the main contact person between the league 
and the AJFC organization.  As such the coordinator is expected to communicate all league 
business back to the home organization and represents the home organization to the 
League.  
 As the AJFC cheerleading coordinator, the individual works closely with the 
football commissioner in representing AJFC to the League. Locally, the coordinator is 
responsible for the organization of the cheerleading program; including recruitment of 
coaches, league mandated certification of coaches, education of coaches in regard to 
EWYFCL rules, develop and administer program philosophies, make available information 
and training materials for youth cheerleading coaching staff, registration of program 
participants, coordinates cheerleading physicals and secures proper facilities, prepares 
rosters for AJFC records and League submission.  The coordinator also oversees game day 
scheduling, securing game day referees, facilities, and game day equipment.  The 
cheerleading coordinator follows up on any outstanding fees or monies owed by 
cheerleading participants, communicates EWYFCL rules and philosophies to AJFC 
members, parents and participants; serves as a liaison between parents, coaches, and 
participants and acts to resolve complaints.  In addition, the coordinator is expected to 
be present and accessible to parents, coaches and players at all AJFC practices throughout 
the year and is responsible for insuring that safe and proper practice sessions are 
conducted conforming to league rules.  The coordinator is also responsible for assisting 
the president and treasurer in preparation of the annual AJFC budget and offers to the 
Board of Directors and EWYFCL Bylaw or Rule amendments that may strengthen the 
youth sports program of not only AJFC but of the EWYFCL League.  The coordinator is 
expected to report monthly to the AJFC Board of Directors on matters brought before the 
EWYFCL Board of Commissioners.   
 As a EWYFCL League official, the coordinator works closely with the commissioner 
in representing the league to AJFC.  The coordinator must attend monthly league 
meetings and other meetings, seminars and/or clinics as called by the league.  Serves as 
the AJFC liaison to the league on all policy matters, which include financial matters; 
program philosophy; disciplinary action; football and cheerleading rules.  In addition, as 
coordinator, the individual is required to attend all EWYFCL football games and 
competitions; maintaining strict adherence to league rules and guidelines.  The position 
is also responsible for the completion and filing of injury/ accident reports with the league 
and providing insurance forms as warranted. Also providing game and announcer rosters 
as required, providing AJFC player books, review opponents player books, conduct pre 
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and official game day weigh-ins, report to the league weekly on game scores and any 
misconduct occurring on game days.  As the cheerleading coordinator, the individual has 
the sole and ultimate responsibility of maintaining order of players, coaches, fans and 
referees.  The coordinator has the sole authority of canceling a game(s) when it is felt that 
the safety of all present may not be reasonably assured.  The coordinator has the 
authority to remove or restrict individuals for attending EWYFCL functions, unilaterally 
issue disciplinary action and act as a health proxy in the event of medical emergency when 
the parents and/or guardian is unavailable.  The ideal candidate is highly organized, can 
make a strong commitment in terms of time, can accept criticism, is diplomatic, is fair-
minded, is able to relate to people on both professional and personal levels {including 
adults and children}, has a strong understanding of youth sports and the AJFC program 
and ideals, and is able to put self-interest aside for the greater advancement of the AJFC 
program.  It is preferable that the coordinator have a strong background in cheerleading, 
coaching, and youth activities.  This office holder must also be on the board of directors.   
 
SERGEANT AT ARMS: This official is maintaining order at monthly meetings and 
maintains custody of the monthly attendance book.  The ideal candidate is one who is in 
regular attendance at all AJFC Board of Director meetings.  Sergeant at Arms 
responsibilities includes taking attendance at all Board Meetings, advising the President 
when there are enough Elected Board Members present to conduct a meeting; and 
advising the Board if there are any non-elected members eligible to vote.  This office 
holder must also be on the board of directors.   

 
GRIEVANCE: A grievance committee should be appointed in August each year by 
the board of general directors only, and two (2) parents in the Alden Junior 
Football and Cheerleading organization.  Prior to addressing the grievance 
committee every effort should be made to resolve the issue with the 
Commissioner/Coordinator as the administrator of the football/cheerleading 
program. Complaint procedures: issues/ complaints should be submitted in 
writing to a grievance committee member. The grievance committee will 
investigate the matter. If the matter cannot be resolved, provide a copy to the 
President who will then notify the executive board.  The executive board will 
convene to try to resolve the issue.  If it cannot be resolved, then it will be taken 
to the entire board. 

 
DIRECTORS 

 
DIRECTORS: Must take responsibility for at least one committee chairmanship and 
assist on other tasks as they arise throughout the year.  Directors must attend monthly 
meetings during the year.  As a member of the Board, a director has input on policy 
matters for the organization, but has no authority to personally intervene on issues 
involving either the cheerleading or football programs.  The ideal candidate is one who 
will make the commitment of time necessary, has a sincere desire to promote and 
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better the organization and is motivated not by personal agendas or advancement but 
by assisting the organization grow in its program areas.   
 

AJFC COMMITTEES 
 
I. CONCESSION STAND 

a. The Vice President is the person responsible for committee.  The Chairperson should 
recruit an assistant chair and other parents/board members to join the committee. 

b. Contact the Volunteer Coordinator to state your need for game day volunteers. 
c. Clean concession stand, check that all equipment is clean and in good working order.  

Report any problems at or before the June Board meeting. 
d. The chairperson will receive 2 keys to the concession stand.  1 for the chairperson and 1 

for the assistant chair. 
e. Concession stand should be open every home game during the regular season and any 

post season games. 
f. It is recommended that the concession be open as many practices as practicable. 
g. Prior to the beginning of practices, the Treasurer will give the Chairperson a certain 

amount of money to purchase food and drinks needed for the concession stand.   
h. The chairperson will provide the Treasurer with receipts of all items purchased. 
i. The Chairperson is responsible to keep an accurate inventory of all items purchased, sold, 

disposed of and remaining at the end of the season. 
j. All monies collected must be given to the Treasurer. 
k. As food/drinks need to be replenished, the Chairperson should request additional funds 

from the treasurer. 
l. No one under the age of 13 is allowed in the concession stand. 
m. Only two (2) persons between the ages of 13 and 18 are allowed in the concession stand 

at one time. 
n. Volunteers must be at least 18 years old to cook food or use cooking/heating appliances. 
o. The Chairperson must provide an end of year gross to net report to the Board at or before 

the November meeting.  Use attached forms. 
p. Clean concession stand.  If any items need to be replaced or you have suggestions for 

purchases, you must make the request to the treasurer to have said items budgeted for 
the following year. 

 
II. FUNDRAISERS: 

a. The Treasurer is responsible for the oversight of all fundraisers for AJFC with 
the exception if cheerleading does their own board approved fundraiser for 
competition. 

b. The committee must decide on one (1) mandatory fundraiser each year before 
the first registration so that the information can be provided to the parents at 
registration. 

c. The committee can also recommend other fundraisers to be held during the 
year so that the committee can meet or exceed their budgeted goal for the 
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year.  Listed below are some fundraisers that we have done in the past.  New 
and different fundraisers are also encouraged. 

d. End of year report must be provided at or before the November meeting for 
each fundraiser done during the year.   

e. 50/50 Raffle: 
a. Conduct 50/50 Raffle at each home game, Spirit Night, Banquet, or other 

AJFC Functions.   
b. This fundraiser has typically earned $700-$1,000 each year. 
c. Make sure there are two (2) buckets at the concession stand.  One is for 

the money collected and tickets ready to sell and the other is for the sold 
tickets. 

d. Make sure that there are envelopes in the money bucket clearly marked 
50/50 proceeds.   

e. Explain to parents/participants who volunteer to sell Tickets that they 
should walk around entire field and sell as many tickets as possible.  
Suggested tickets prices are 1 for $1.00, 3 for $2.00 and 15 for $5.00.   

f. As it becomes half time, the person should count the money collected, 
divide in half.  Give half to a Board Member in the Concession stand in an 
envelope provided and have the Board Member pull the winning ticket.   

g. Take the winning ticket and winnings to the Dog House so that they can 
announce the winning number and give the winnings to the winner. 

h. The Chairperson is responsible to ensure that all monies collected are 
given to the Treasurer.   

f. GOLD CARDS: (REMOVED FOR 2021) 
a. Is a one day blitz that should take place the 3rd week of August.   
b. Cards sold “presale” before the blitz are also encouraged.    
c. All monies collected should be given to the Treasurer.   
d. Dave Hersey is the contact person.   
e. Chairperson can also look into other vendors. 
f. This fundraiser usually makes $4,000 to $6,000 each year. 
g. Must provide an end of year report at or before the November 

meeting. 
g. CANDY:  (REMOVED FOR 2021) 

a. Each player should sell at least one (1) box of candy or pay “opt out” 
fee equivilent to price we make per box sold.   

b. If candy is the mandatory fundraiser, the Candy should be handed out 
while registration takes place.   

c. It also should be prepaid.   
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d. Candy can be sold throughout the season by individuals or concessions.   
e. As monies come in from the candy sales, the monies will be given to 

the Treasurer. 
f. In the past we have used Hershey’s and Niagara Chocolate. 
g. This fundraiser, as mandatory fundraiser, usually makes $2,000-$4,000 

each year.   
h. Must provide an end of year report at or before the November 

meeting. 
h. PARENTS’ NIGHT OUT: (REMOVED FOR 2021) 

a. Decide where you want go/ what you want to do.  
b. Pick a night usually in October.   
c. Let all team moms know about the event at least 3 weeks before hand.   
d. Sell tickets starting 2 weeks before hand.   
e. Usual cost is $20 per person/ $30 per couple but it can vary depending 

on the actual costs. 
f. Coordinate with the 50/50 chairperson to hold a 50/50 raffle during 

the event. 
g. In the past we have had bowling party, beer blast and theme party.   
h. Basket raffle can be done at event. 
i. Must provide an end of year report at or before the November 

meeting. 
i. CLOTHING SALES: 

a. Check around for best prices/quality of merchandise to sell.   
b. If possible at registration and/or during first week of practice, 

distribute order forms.   
c. Try to get as many preorders as possible as this will reduce left over 

inventory and act as a guide for what to order.   
d. Display merchandise for sale at all home games, spirit night and any 

other time that you feel would make sales.   
e. This may or may not be a fundraiser.  If not doing it as a fundraiser, 

then do NOT purchase items for sale at games etc. 

 
III. ADMINISTRATION- The secretary is responsible for the Administration Committee. 

A. REGISTRATION:    
a.  The Secretary chairs the registration committee. 
b. AJFC is open to all youth ages 6-14 years, provided that there are enough 

registrants for the particular team.  The minimum number of players for a certain 
team is prescribed by the League and/or the Association.   
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c. There is no residency requirement. 
d. The Association will not discriminate based on race, color, sex, religion, or national 

origin. 
e. The Association must adhere to the weight limits for each age group of football 

players as set by the League.  If a player weighs more than the maximum striper 
weight for that player’s age group, the Head Coach must limit the player’s 
involvement in certain activities or dismiss the player from the Association.  The 
Head Coach shall advise the Football Commissioner of the situation.  The Football 
Commissioner can either support or override the Head Coach’s decision. 

f. As required by the League, every registrant must provide the Association with a 
copy of his/her birth certificate, current picture (within 2 years), and waiver 
executed by the participants’ parent/guardian.  

g. As required by the Association, every registrant must also provide the Association 
with completed registration form, required registration fee, required deposit for 
equipment/uniform and mandatory work hours, properly executed code of 
conduct/equipment paperwork and mandatory fundraiser.  

h. Pick three (3) dates for registration.   
i. Contact the Town Clerk to verify that the community center is available on the 

dates that you want.   
j. Send notification to all participants from last year.   
k. Contact the Alden Advertiser to post notification of dates at least 2 weeks before 

the first Open registration.   
l. Send notification to Alden Central Schools and St. John’s the week before the first 

open registration.  
m. Post the information on the website.  
n. If possible, send notifications via e-mail to save cost and trees.  
o. Recruit people to help with registration such as coaches and fundraisers 

committee.   
p. You will need approximately 150 packets.   
q. You will need to verify that each participant has provided ALL required 

documentation, monies, etc.  If any items are missing when practices start, use 
team moms to obtain missing documents. 

r. Once a participant has completed the registration process, you then will need to 
make sure that the participant is placed on the correct team. 

s. Must coordinate with the Mandatory Fundraiser Chairperson, Football 
Commissioner, Cheer Coordinator, Football Equipment Chair, Cheer Uniform Chair 
and Treasurer. 
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t. Once rosters are completed, please forward to all head coaches and board 
members.   

u. Rosters should include participant’s name, parents’ names, address, phone, DOB, 
School District/Grade, email, jersey number and weight, if applicable. 

v. Must provide an end of year report at or before the November meeting. 

 
B. WEB SITE/PUBLIC RELATIONS:  

a. Keep website updated as needed during the off season and on a weekly 
basis during the football season.   

b. Submit all required notices (see below) as directed in the Bylaws to the 
Alden Advertiser.  

c. Promote the Association at various Alden Community Events such as in 
marching in parades, booths/games at Winterfest or Carnival etc.  

d. Submit articles to the Alden Advertiser during the season. 
e. Keep parents informed by use of email. 
f. Required Notices: 

i. Registration  
1. In the Alden Advertiser and on the website at least two (2) 

full weeks prior to the first open registration.  
2. At least one (1) week prior to Veteran registration, send 

notice via US Mail and/or e-mail, to all of last year’s 
participants unless said participant is no longer eligible to 
participate because of age. 

3. Ask Alden Central School to distribute to all kindergarten 
through eighth grade students copies of flyers provided 
advertising open registration dates.  Check with the school 
to find out how to get permission.    

ii. Board of Director Openings 
1. Every September/October post in Alden Advertiser and on 

the website that nominations will be accepted at the 
October Board Meeting for seats expiring in November. 

2. Upon receipt of resignation and upon dismissal of a 
director, post in the Alden Advertiser or other suitable 
forum and on the website at least two weeks prior the next 
board meeting which nominations will be accepted at the 
next board meeting. 

iii. Board of Director Meetings 
1. All regular monthly meetings should be posted on the web site. 
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2. If a meeting needs to be rescheduled because of holiday, weather, 
or other emergency situation, the new date must be posted on the 
website and all directors notified. 

3. If an emergency meeting needs to be held, the President may ask 
for help in notifying the Directors of said meeting. 

iv. Head Coaches 
1. In December and January each year post in both the Alden 

Advertiser and on the Website that letters of interest are due either 
before or at the January Board Meeting. 

2. Must provide an end of year report at or before the November 
meeting. 

C. Handbooks: 
a. Board member handbooks will be provided to every board member after 

the general elections.   
b. Each participant will also receive a booklet with rosters/schedule and 

directions prior to the first game of the season.   
D. FREE CLOTHING   

a. COACHES AND ASSISTANTS will receive their merchandise before the first regular 
season game of the season: 

 1ST YEAR: COACHES SHIRT 
 2ND YEAR: NOTHING 
 3RD YEAR : COACHES SHIRT OR HOODIE 
 4TH YEAR: JACKET OR WINDBREAKER 

b. BOARD OF DIRECTORS: All Directors will receive their windbreaker / pullover at 
the Banquet at the end of their third year as a director or at the discretion of the 
board.   

c. OFFICERS:  All Officers will receive a jacket or pullover upon completion of their 
first year as an officer.  

d. LIMITATIONS:  No one person shall receive more than 3 items regardless of years 
served. 

e. Any such director or coach who wishes to buy their own jacket at the beginning of 
their term, may do so at cost. 

f. The Association will pay for jacket, name and logo cost on all above said items 
 
 
IV. SERVICE EVENTS- The Sergeant at Arms is responsible for this committee. 
 

A. 4 Year Jackets 
a. PARTICIPANTS:  Will be awarded a jacket or a pullover at or after the 

Banquet upon completion of FOUR (4) YEARS of football and/or 
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cheerleading, and then be eligible again at the completion of EIGHT (8) 
YEARS, or at the discretion of the Board. 

b. AJFC pays for jacket, logo and personalization. 
c. Jacket price is dependent on budgeted amount, usually $45-50.  

B. PICTURES/TROPHIES:  
a. Pictures should be scheduled in the 3rd week of August.   
b. Coordinate with the head coach of each team to ensure which night of 

the week is best for that team in case a team has a scrimmage 
scheduled or a day off.   

c. Shop around for best quality and pricing of photographer.  
d. Trophies should be ordered a minimum of 4 weeks prior to the 

banquet.   
e. Prior to ordering trophies, check with the secretary to ensure that you 

have accurate rosters.  Also check with each head coach to verify 
correct spelling/number and that participant is still on the roster.  

f. The following are the only approved trophies/awards that may be 
given to participants.  Any other trophies/awards must have the 
approval of the Board.  These awards are to be presented at the annual 
award banquet and are given in memory of the late Carol Hancock, 
Edward Goralczyk, and Eugene Mack, honoring his/her unselfish and 
dedicated involvement with the Alden area youth. 

i. EUGENE MACK MEMORIAL SPORTSMANSHIP AWARD: This 
award is given to Varsity football player.  In the event the 
association does not have a varsity team, the award is given to 
a Junior Varsity football player. The head coach of the team 
determines who will receive the award using any method 
he/she deems appropriate.  The recipient should be a last year 
participant of each particular team that regularly displays the 
following characteristics:  regular attendance at games and 
practices, displays positive attitude at all times, has a 
determined effort, displays enthusiasm, team spirit, and a 
willingness to be coached and is considered to be an asset to 
the team.  The above traits are guidelines, the final judgments 
are to be made by the head coach of the respective teams. 
(NOTE: this award can only be received once) 

ii. CAROL HANCOCK MEMORIAL AWARD:  This is a cheerleading 
award and is given to a Junior Varsity cheerleader.  The head 
coach of the team determines who will receive the award using 
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any method he/she deems appropriate.  The recipient should 
be a last year participant of each particular team that regularly 
displays the following characteristics:  regular attendance at 
games and practices, displays positive attitude at all times, has 
a determined effort, displays enthusiasm, team spirit, and a 
willingness to be coached and is considered to be an asset to 
the team.  The above traits are guidelines, the final judgments 
are to be made by the head coach of the respective teams. 
(NOTE: this award can only be received once) 

iii. EDWARD GORALCZYK MEMORIAL AWARD:  This award is to a 
Freshman football player.  The head coach of the team 
determines who will receive the award using any method 
he/she deems appropriate.  The recipient should be a last year 
participant of each particular team that regularly displays the 
following characteristics:  regular attendance at games and 
practices, displays positive attitude at all times, has a 
determined effort, displays enthusiasm, team spirit, and a 
willingness to be coached and is considered to be an asset to 
the team.  The above traits are guidelines, the final judgments 
are to be made by the head coach of the respective teams. 
(NOTE: this award can only be received once) 

iv. BLAINE HAEFNER MEMORIAL AWARD:  This award is to be 
presented to a member of the Junior Varsity Football team. The 
head coach of the team determines who will receive the award 
using any method he/she deems appropriate.  The recipient 
should be a last year participant on the team that regularly 
displays the following characteristics:  regular attendance at 
games and practices, displays positive attitude at all times, is a 
true team player who is always helpful and supportive of ALL 
teammates and most importantly displays enthusiasm and 
team spirit.  The recipient does not necessarily need to be 
considered the largest on field asset to the team.  The above 
traits are guidelines; the final judgments are to be made by the 
head coach of the respective teams. (NOTE: this award can only 
be received once) 

 
g. In addition to the above awards, (5) special award plaques or trophies will be 

given to the Pee Wee, Freshman, Junior Varsity, and Varsity participants, to be 
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handpicked by the coaches by a method of their choosing.  Only one special 
award per player. 

i. The five (5) special awards for football are: (these descriptions may be 
modified by coach but are limited to (5) total awards) 

a. Offense 
b. Defense 
c. Rookie 
d. Most Dedicated 
e. Overall MVP                

ii. The five (5) special awards for cheerleading are: (these descriptions 
may be modified by coach but are limited to (5) total awards) 

a. Most Improved 
b. Most Spirited 
c. Leadership  
d. Best Newcomer  
e. Best All Around 

h. All children will receive a participation award. (This may or may not be a 
trophy.) 

 
i. Must provide an end of year report at or before the November 

meeting. 
 

C. BANQUET:  
a. First check to see what is budgeted for the banquet making sure to stay 

within a cost so that AJFC will pay for each participant’s banquet meal.    
b. Call multiple banquet halls to see who could accommodate 300-350 

people. 
c. Decide which the banquet hall has the best deal- date preference, 

number of people, price per meal, etc.   
d. Once have the location and costs set, decide on ticket prices.   
e. We want ticket prices to cover the costs of the banquet and NOT to 

make a profit. 
f. Spend some of the budgeted money on decorations/door prizes.   
g. Regarding door prizes, can solicit donations from AJFC Sponsors and/or 

other businesses.  
h. Use Team Managers to spread the word about the banquet and ticket 

sales dates. 
i. Have Tickets printed at the Alden Advertiser to be sold. 
j. Coordinate with the 50/50 chairperson to have a 50/50 raffle at the 

banquet. 
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k. Must provide an end of year report at or before the November 
meeting.  If the banquet is after the November meeting or too close to 
the meeting to submit a final report, it MUST be submitted at the 
December meeting.  

D. Yearbook: 
a. Each participant will receive a “yearbook” at the banquet. 
b. Obtain sponsors for yearbook to cover costs of committee 
c. Must provide an end of year report at or before the November meeting. 
 

E. SPIRIT NIGHT:  
a. This is a whole family event done only with Board Approval.   
b. It is normally held at the Kiwanis Shelter at the town park.  Therefore, 

need to contact the Town to reserve the Shelter.  Shelters can be 
reserved starting April 1st. 

c. In the past, AJFC provides the hotdogs and buns and charcoal.    
d. Each team is asked to bring the drinks and snacks.   
e. Solicit donations from local businesses for Basket Raffle if Parents 

Night Out is not doing a basket raffle.   
f. Each team is also to provide baskets for the auction.  Work with the 

Teams Moms to ensure that their team brings the required food/drinks 
and that they make baskets.   

g. Make arrangements for entertainment such as bounce house, dunk 
tank, games, etc. 

h. Need sound system can use doghouse or find DJ. 
i. Coordinate with the 50/50 chairperson to hold a 50/50 raffle during 

the event. 
j. Must provide an end of year report at or before the November 

meeting. 

 
 
V. FOOTBALL-  The football commissioner is responsible for this committee. 

A. EQUIPMENT:  
a. These persons should be trustworthy, honest, and have knowledge in the 

football equipment itself.   
b. Both the Chairperson and Assistant Chair will receive keys to the equipment 

shed(s). 
c. The Chairperson and/or Assistant Chair should be at registration to fit the 

players for their jersey and assign numbers. 
d. Helmets need to be reconditioned every 2 years.   
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e. Before the season all helmets need to be gone thru and nuts and bolts are to 
be tightened.   

f. Shoulder pads are to be inspected before issue and after return.   
g. Every child should receive the following prior to the season.  1 helmet, 1 

shoulder pad, 1 rib pad, 1 girdle with hips and tail pad, 2 thigh pads, 2 knee 
pads, 1 practice pant, 1 game pant, 1 belt, 1jersey, and sign the equipment 
waiver before receiving equipment.    

h. All game jerseys are to be ordered by the beginning of May, or the day after 
open registration, as they take over 10-12 weeks to be delivered.   

i. All equipment returns should be done the week after the last practice for each 
team.   

j. Any equipment damaged or not returned is to be paid for by the said 
individual. 

k. Mouthpieces should be available in the shed as well as any and all nuts, bolts, 
washers, and straps or hooks for any equipment.   

l. These individuals are also responsible for ordering game and practice balls, 
cones, tees, athletic tape, and any other equipment or training supplies that 
may be needed by the coaches. 

m. Work with the commissioner and treasurer on the annual budget for the 
November meeting. 

n. A full inventory should be completed at the end of the season. 
o. FIRST AID:   

a. Make sure that there are proper supplies in each coach bag (ice packs, Band-
Aids, ace wraps,)  

b. Keep checking supplies during the season and replenish as needed.   
c. Contact parents and/or Alden Fire Department to ask that an EMT be available 

at the field for all home games.    
d. Must provide an end of year report at or before the November meeting. 

 
B. FIELD AND SOUND:   

a. Need to obtain keys to dog house and shed.   
b. Before season starts, make sure town has properly marked field; be sure that all 

needed equipment is properly available, report any missing/damaged pieces to 
board to approve purchase of replacements.   

c. Prior to each home game, you should be sure that you have the required 
volunteers to work. 

d. Set up: Need 2-3 volunteers. 
Pull dog house out and park it about 5 yards back from the bench at the 
midfield yard line (40-yard line). 
Place yard markers on opponent’s side of field with one 40-yard marker on 
each side of the field. 
Leave down markers on opponent’s 40-yard line for the chain gang. 
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Place end zone markers it all four (4) corners of each end zone. 
Hook up power, PA, Music and Scoreboard. 
Raise flag/ flag pole. 
Rope off field- at least 5 yards off field at all points.  Be sure to leave extra 
room (about 10 yards off the field) for cheerleaders to the right of the 
Doghouse when looking at the field. 
Place cones by equipment shed to prevent people from parking there.   

e. During games:  Need 5 volunteers for each game. 
  Chain gang: need 3 chain gang members per game 

PA:  need at least 2 volunteers in the doghouse to announce the game and 
work the PA/Music system.  P.A. system to be manned only by adults at 
home games.  

f. Tear Down: Need 2-3 volunteers 
  Place all markers, cones, poles, equipment, etc. in the doghouse. 
  Be sure sidelines and field are clean of all garbage. 
 
VI. CHEERLEADING- The Cheerleading Coordinator is responsible for this committee 

A. UNIFORMS:  
a. At each registration date you should have a sample size of uniforms so that each 

cheerleader can have a preliminary fitting for their uniforms. 
b. After all registrations are completed, compare your list of participants to the 

roster from the Secretary.  If anyone was not sized at registration, contact them 
to be sized.    

c. Compare your list of participants and their sizes with the uniforms that you have 
in stock.  If you need sizes that are not in stock, first see if any can be altered.  If 
they cannot be altered, order new uniforms.  Contact Debbie Lancellotti of Ludtka 
Sporting Goods at 685-5713 for pricing of new uniforms in case you will need to 
order more uniforms.  Ask about ordering and delivery specifications.   

d. Contact Debbie Laux of Laux Sporting Goods at 691-3367 ext, 319 for pricing on 
sneakers, socks, crops, briefs or spanks, warm up suits, bags or any additional 
items that you may want for the season. 

e. Sneaker/accessory sizing should be held sometime in mid-June.  Call Debbie Laux 
(see above) for a date that you can have sample pack for sizing.   

f. When items come in from Laux, check that all items are there according to the 
packing slip and compared to what you ordered.  When the bill comes in, compare 
the bill to the packing slip.  If everything matches, then attach the packing slips to 
the bill and give it to the Treasurer with an OK to pay. 

g. Uniform Distribution: Make sure that parents sign off that they received the 
uniform in good condition or make notes of any issues with the uniform.  Each 
cheerleader will receive a vest, skirt and crop.   
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h. Sneaker/Accessory Distribution: Make sure parents sign that have received 
the items.  Make notes of any and all payments that have been received indicating 
whether it was cash or check and if check document the check number and date. 

i. Uniform Turn In: Decide on date(s) after the last competition.  Ask team 
managers to inform parents of date and give another reminder at the last 
competition.  Recruit help from coaches or parents.  Inspect all uniforms when 
they are handed back to ensure that they are clean and dry.  If uniform is in good 
condition, have parent/guardian sign the “good condition” part of the form.  If 
uniform is not in good condition, record the issues and advise the parent/guardian 
that they are responsible to pay for any damage.  They will not receive their 
deposit check unless the damage is paid for.  Have the parent/guardian sign the 
“Issues” part of the form and get a contact number to call them with the amount 
owed.  Keep all forms for at least one (1) year.   

j. Do an inventory of all items at the end of the season and store them according to 
size so that it is easier next spring. 

k. Must provide an end of year report at or before the November meeting showing 
whether you stayed within the budget. 

l. Work with the Coordinator on the annual budget. 
m. The boys/girls may wear or allow the boys/girls to wear their jerseys/uniforms on 

Fridays during school hours. 
n. If a player is seen wearing his/her jersey/uniform other than at stipulated times, 

penalty for failure to comply would be at the coach’s discretion. 
o. All equipment damaged off the field will be paid for by that child’s parent(s) 

and/or guardian. 
B. FIRST AID:   

a. Make sure that there are proper supplies in each coach bag (ice packs, Band-Aids, 
ace wraps,)  

b. Keep checking supplies during the season and replenish as needed.  
c. New FOR 2021: Hand sanitizer, disinfectants wipes, and extra masks  

 
COACHES 

HEAD COACHES: Anyone wishing to become a head coach for the current year is 
required to inform the board of directors of their intentions in writing by the January 
meeting. All head coaching positions are to be published and advertised in the Alden 
Advertiser in December and January.  All written submissions will be reviewed and voted 
on by the board at the February meeting. 
 
If any head coach resigns during the season the vacancy will be filled with the approval of 
the executive board.   
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If problems arise during the year, concerning head coaches or assistant coaches, this 
matter will be  brought to the attention of the board of directors through the Football 
Commissioner or the Cheerleading Coordinator via the grievance committee.   
 
All head coaches have the right to choose their assistants with approval of the board. 
Assistant coaches must be submitted to the board at the May board meeting and will be 
approved at the June board meeting.  Assistant coaches may be added throughout the 
season, with board approval (majority vote). 
 
ASSISTANT COACHES: It is required that all football and cheerleading coaches be certified 
by the beginning of the season in August. Certification costs will be paid for by the 
Association for the football and cheerleading head coaches and a maximum of two (2) 
assistant coaches and/or managers from each age/ weight division. Additional assistant 
coaches and/or manager certifications will be paid for at the discretion of the board.   
 

CODE OF CONDUCT 
1. OBJECTIVE 
In as much as the objectives of the AJFC are to promote competitive football and 
cheerleading activities, the development of youth with the emphasis on the teaching of 
football and cheerleading skills, the teaching of team play of football and cheerleading, 
and the enhancement of an overall attitude of good sportsmanship, this Code of 
Conduct is established to effectuate these purposes. 
2. RESPONSIBILITY OF MEMBERS 
The objectives can be best achieved through the concerted effort of all individuals who 
can participate in the activities of the AJFC.  The benefits to the youth will depend to a 
great extent on the overall attitude created by the individuals supervising the program, 
the spectators watching games and activities, and the competing players.  Directors, 
coaches, parents, volunteers, referees, and players hereby agree to assume the 
following responsibilities as a condition of participating in AJFC activities. 
a. All members assume a general responsibility that all their actions will be consistent 
with the objectives of the AJFC.  Fair play and sportsmanship shall be the hallmarks of 
our association. 
b. Coaches and referees will be responsible for the fair enforcement of all applicable 
Empire West Little League Football and cheerleading rules, including but not limited to 
those involving use of eligible players and authorized equipment, minimum and 
maximum age and/or weight playing requirements and sportsmanlike conduct.  
Objections and disagreements will be handled honorably by mature methods.   
COACHES, REFEREES, DIRECTORS, VOLUNTEERS AND SPECTATORS SHOULD SERVE AS 
APPROPRIATE ROLE MODELS FOR OUR CHILDREN.  
c. The personal responsibility of all the spectators under this code is to act in a mature 
and sportsmanlike manor.  All coaches will be responsible to control spectators and 
enforce these rules as they apply to spectators for their respective teams. 
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d. Actions in violation of these standards should be reported immediately to your team 
coach and/or Football Commissioner or Cheerleading Coordinator. 
3. PROCEDURE FOR VIOLATIONS 
a. Violations of this code may be subject to disciplinary action including but not limited 
to written warning, suspension for AJFC Activities, or Association expulsion depending 
on the severity of the violation and/or number of previously founded violations. 
b. All violations of this code shall be immediately reported to the Football 
Commissioner or Cheerleading Coordinator. 
c. The Football Commissioner or Cheerleading Coordinator will investigate the matter 
fully and report to the Board of Directors within 48 hours of his/her first knowledge of 
the incident if possible. 
d. The Board of Directors will convene a meeting to determine appropriate disciplinary 
action as soon as practicable (within 5 days) after receiving the investigation report from 
the Football Commissioner or Cheerleading Coordinator.  Disciplinary action will require 
2/3 majorities of the AJFC directors present at the meeting.  
e. Written notice will be provided to a member being investigated under this code. 
Investigative reports, AJFC disciplinary actions, and disciplinary notice to a member shall 
be in writing with copies retained by the Board of Directors. 

PARTICIPATION RULES 
 All participants and parents/guardians upon registering your child and signing the 

registration form, you are agreeing to abide by the rules and regulations set forth by 
AJFC and Empire West Youth Football and Cheerleading League, hereinafter 
“EWYFC”, and are accepting all responsibilities. 

 All participants, coaches, and families will conduct themselves with dignity and 
respect the rights of their teammates and opponents.  This is in accord with the 
emphasis of this organization on good sportsmanship, integrity and positive role 
modeling. 
PARENT/GUARDIANS 

 Hereby give consent for my child(ren) to participate in any and all of AJFC’s activities 
during the current season. 

 Recognize the potential injury factor involved in football, a contact sport, and 
cheerleading, an athletic activity. 

 Agree to indemnify and hold harmless EWYFC League and AJFC from any relief 
liability, personal property damage, and personal injury arising other than from 
negligence of football and cheerleading league personnel. 

 Understand that should personal injury occur, that medical insurance of the 
participant will provide primary coverage and the insurance of the league will be 
secondary. 
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 Agree to authorize league representatives to take any reasonable steps necessary to 
provide emergency care to the participant should effort to contact me fail, with all 
reasonable expenses being my responsibility. 

 Recognize that emergency transportation will be to the nearest facility in reference 
to where the injury occurred. 

 Accept responsibility for any and all uniforms and equipment issued.  No piece of 
equipment or uniform will be tampered with or modified in anyway.  
Parents/guardians will be charged the FULL replacement cost for any damaged or 
lost items. 

 Understand that the registration is non-refundable after the Friday before the first 
game of the season. 

 Understand that I or a family member will be required to volunteer in some capacity 
during the season as determined by AJFC.   

 A $75 per participant deposit will be returned once your minimum volunteer hours 
have been completed, participation in mandatory fundraiser is verified and return 
of all AJFC uniforms and equipment. 

 Each participant is required to participate in our mandatory fundraiser. 
 Each participant is expected to participate in all other fund raisers approved by the 

board of directors.   
 Parent/Guardian give permission to AJFC, EWYFC, and all affiliates the use of 

pictures or video of participant, to be used on websites and/or promotional fliers. 
 A $50.00 bank fee will be charged for all returned checks. 
 Consumption of alcoholic beverages at practices and games is strictly forbidden. 
 No smoking anywhere in the park as per park rules. 
 Please note and abide by all rules posted in the park and at any other 

fields/buildings that may be used including away game fields. 
 Will attend the mandatory parent orientation meeting as scheduled by AJFC and/or 

coaches.   
 Will not use crude or abusive language, or have, or attempt to have, physical 

confrontation with players, opponents, officials, coaches, or spectators. 
 Will direct all energies to encouraging the efforts of all teams participating. 
 Will avoid actions that offend visiting teams, individual players, or spectators. 
 Will show appreciation of good play for all teams. 
 Will learn the rules of the game in order to be an educated spectator. 
 Will treat all visiting teams on the manner in which they would want to be treated 

themselves. 
 Will respect all playing fields (home and away) by leaving them like they are found. 
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 Will accept the judgment of coaches and officials. 
 Will be positive and encourage spectators to participate in the spirit of the good 

sportsmanship. 
 Will channel any complaints or concerns about their child(ren)’s AJFC experience to 

the team’s head coach before discussing matters with either the football 
commissioner/cheerleading coordinator or the Board of Directors.  

 A parent or adult must pick up all participants at the end of each practice.   
 If you have grievance, please follow the protocol outlined below.  As we are all 

adults, first try to resolve the problem by talking directly to the person with whom 
you are unhappy.  If that does not work, you should attempt to resolve the issue by 
talking to the head coach.  If that does not work, you should next contact either the 
football commissioner (for football related issues) or cheerleading coordinator (for 
cheerleading related issues).  If that does not work, the next step is to contact the 
head of the grievance committee to fill out a formal grievance.   

 Parents and participants are encouraged to attend the banquet to celebrate the 
accomplishments of the season.  Each player/cheerleader receives a participation 
award at this event.   Other awards may also be presented at this time. 

FOOTBALL RULES 
 Registration fees for football includes use of equipment and uniform and one (1) 

pair of game socks to keep.  Players must provide own cleats, protective cup/jock 
strap and mouth guard (mouth guards may be purchased at the equipment shed 
and/or concession stand throughout the season). 

 Players may purchase name plates for the parent to sew onto the player’s jersey.  
Please remove the nameplate before returning the jersey at the end of the season.    

 Will notify the head coach of their team, in advance, of an absence from any 
practices or scheduled games. 

 Will arrive promptly and dressed for game participation at least 1 hour before 
scheduled start time or earlier as prescribed by their head coach. 

 No jewelry, including earrings, is to be worn during practice or on game days. 
 Attendance will be recorded each practice and game day.  Multiple absences will be 

reported to the parent.  In addition, the participant will not be allowed to participate 
or have limited participation on game day. 

CHEERLEADING RULES 
 Registration fees for cheerleading includes use of uniform, to be returned at the end 

of the season and one (1) pair of socks and a bow to keep.   
 LOLLIPOPS/Briefs/Spanx MUST BE PURCHASED.   
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 Each cheerleader is required to purchase cheerleading sneakers.  The Cheerleading 
Coordinator will determine manufacturer and style. 

 All long hair must be pulled up off the back and shoulders.   
 No jean shorts are allowed at practice. This restricts cheerleaders from stretching 

properly.  Cotton pull-on or elastic drawstring shorts are allowed.   
 No belts, buckles or snaps are allowed on the shorts.   
 Tee shirts tucked in, socks and practice sneakers must be worn, tied. 
 Cheer Uniforms will not be worn after a game or as Halloween costumes.   Girls 

must change into their casual clothes. Girls may wear their uniforms to school on 
Fridays during the season. 

 Cheer Competition is not mandatory.  We do encourage the girls to participate in 
EWYFC and one other competition at the end of the season. 

 Once a cheerleader and their parents commit to a cheerleading in competitions:  
1) There will be no drop outs allowed unless  

A.) you have a medical emergency   
B) An incident/circumstance arises that is beyond your control.   
2) No additional girls will be added on any squad once the coaches have a routine. 

 All girls must be picked up promptly at the end of practice by a parent/guardian.  
Please note: If it is inclement weather, the kids CANNOT practice in it!  If you hear 
thunder stay at practice in case we have to cancel due to lightening!  There have 
been times that parents drop off their kids and halfway into it we have to cancel due 
to lightening! This is for your child’s safety!!!! 

 NO jewelry is to be worn during practice or on game days. 
 NO nail polish or gum chewing. 
 No participation in competition with pierced ears or body piercings. 
 All girls must arrive 30 minutes before each game unless otherwise stated by their 

coach. 
 Each cheerleader will present herself in a positive matter while representing AJFC. 
 No foul language will be tolerated.  There is zero tolerance for any disrespect, drugs, 

alcohol or vandalizing park property. 
 During games, each girl is expected to bring a water bottle (no colored drinks 

allowed) and should eat before or after the game NOT during half time. 
 All girls are expected to perform warm up exercises prior to practice and games. 
 All girls must adhere to safety precautions.  NO mounting without proper spotting by 

an adult 
 All absentees from practices or games should be reported to your head coach. 
 NO CELL PHONE USE DURING PRACTICE OR GAMES! 
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 Attendance- at all practices and games.  Coaches must be notified if you going to be 
absent.  Allowed excuses are illness, religion and family emergencies.  If you are 
aware of an upcoming vacation or event that your child will miss practices and/or a 
game, please notify the coach.  Five (5) allowed absences are allowed during the 
entire season (that is for practices and games).  One week of family vacation is 
allowed with prior written notification from a parent/guardian, which will count as 1 
(one) absence.  The sixth absence means you are off the squad!  If you miss the 
practice just before a game (this game be held on game day before the game, if the 
coach desires, noticed in advance), you will NOT be allowed to do the Half-Time 
cheer for that game. 

 Restroom Breaks- Please make sure your child visits the restroom prior to practices 
and games.  There is no scheduled bathroom breaks at either function.  This takes 
away from limited time we have with the girls. 

 Food, Drinks and Snacks- No food drinks (other than water or clear Gatorade) and/or 
gum chewing is allowed during practices or games.  We ask that all girls eat before 
or after practices and games. 

 Parent/Guardian Support- The success of cheerleading as well as any other program 
depends on the active support and participation of each parent/guardian.  We 
encourage you to attend practices, games, and special functions and support the 
cheerleading coordinator, coaches, team moms, interns and the AJFC Executive 
Board in a positive way.  Please remember our children are influenced by our 
attitudes and comments. 

  Sportsmanship- Cheerleaders and family members are expected to exercise good 
sportsmanship at all times.  We will be courteous to all cheerleaders, coaches, all 
football players, opposing team members, officials, parents and board members.  
Un-sportsmanship conduct will not be tolerated from anyone. 

 Coordinator and Cheer Parent/Guardian Meeting- this meeting is designed for the 
Coordinator and parents/guardians to any updated information, events, competition 
information and answer any questions or concerns.  It is important a parent/family 
member for each cheerleader attend. 

 Practices- Location, date and time of first practice will be text to all families within 
one week of the 1st practice.  All head coaches will give our schedules with days and 
times. 


