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Introduction
The KW Vipers Program is committed to supporting our volunteer coaches in providing the best possible
individual and team youth experience. To do so, we are developing the resources, tools and training
required to raise the level of excellence within our program.
The Vipers Coach Manual is a resource where we are collecting all our processes, instructions, forms,
and reference documents in one place. The manual is available online, and will be updated as new
pieces are released. A hard-copy manual will be provided to each team at the start of the season.
A Vipers Team Manager Manual will also be provided to each team, to be maintained by the Team
Manager.

Note to Vipers coaches:
A successful basketball season is due, in large part, to your willingness to step forward and
volunteer your time in support of our players.

We would like to sincerely thank you for choosing to be a part of our organization. Our collective
work as volunteers makes the KW YBA a thriving basketball community.

KW Vipers Coach Manual, 10/18/2019

As a volunteer, your time, energy, and talents foster the youth’s relationship with the sport
and their teams. And, you help to connect families with one another and across the league.
Even the seemingly smallest volunteer effort can leave a lasting impression.
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About KW Youth Basketball Association (YBA)
KW YBA has been serving youth from ages 8 to 18 in Kitchener-Waterloo more than 35 years. As a notfor-profit sports association, all funds generated by, or donated to, the organization are used in
supporting the year-round operation of five boys and girls programs: House League; Rep (Vipers)
League; summer camps; skill development sessions; and, Jr. NBA. Last season, KW YBA served more
than 1,000 child and youth players with the support of 235 volunteers. The organization’s size makes it
one of the largest in Canada, and fourth largest among Ontario Basketball Association (OBA) member
clubs. KW YBA is a designated minor sport affiliate of City of Kitchener and City of Waterloo.
Our basketball club has two areas of focus: to have fun and enjoy the sport; and, to develop the
basketball skills and knowledge of its participants. Specifically, we strive to:
•

provide an opportunity for youth to play basketball in a positive, instructive and supportive
environment.

•

be inclusive, making our programs available and affordable for boys and girls.

•

teach sportsmanship, how to have clean and healthy fun, the basics of basketball, and general
athletic skills and training.

•

promote physical and mental fitness, respect for self and others, responsibility to self and others,
appreciation for volunteers, and appreciation for our communities and the facilities they provide.

The KW YBA is managed by a volunteer Board of Directors, who is accountable to the OBA, City of
Kitchener and City of Waterloo in ensuring the Club is operating according to the highest standards of
integrity and transparency.
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All coaches, families and players are considered members of the KW YBA Basketball Club, and sign
Codes of Conduct to that affect.
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Vipers Coach Responsibilities
KW YBA considers it a privilege to be a Vipers coach at the rep level. We highly value and support the
level of commitment, dedication, and professionalism demonstrated by every Vipers coach. As a leading
basketball club in Ontario, our coaches play an integral role in developing the skills and character of all
Vipers players, both on and off the court.

Beginning of the season (September)
•
•
•
•
•
•
•
•
•
•

Attend season opening coach’s meeting hosted by Vipers Coordinator.
Review OBA Rules and Regulations Manual for the new season, noting any changes/updates.
Book any required training sessions for yourself.
Ensure your Vulnerable Sector Check with Waterloo Region Police Services is still valid.
Participate in all player evaluation sessions with objective of choosing your team players.
Support communication process as laid out by Vipers Coordinator.
Communicate with parents/players once team offers are accepted and players are assigned to
your team.
Appoint Team Manager to assist with the organization and operations of the team, including
orienting new parents and players to the Vipers program.
Prepare for first team meeting with parents and players at first practice session. (see Viper Head
Coach Checklist)
Review requirements of your practice facilities with a goal of a no-incident season. (see Practice
Facilities)

•
•
•
•
•
•
•
•
•

Be on time to all practices and games, preferably 15 minutes early to set up.
Be the last to leave the facility. Never leave until ALL players have left the building, unless your
Team Manager or Assistant Coach has agreed to stay.
Plan your team practices. Consider the development needs of each player. Refer to you NCCP course
materials for more information planning and player development.
Deliberately prepare for every game. Do not think you can ‘wing it’. The best outcomes come from
coach preparation.
Always use positive encouragement, including constructive feedback for players at all skill levels.
Co-ordinate notices of schedule changes with Assistant Coach and Team Manager, who will then
update parents and players.
Communicate any information as instructed by Vipers Coordinator.
Carefully review permits to make sure all cancelled dates have a replacement gym for your team.
Notify Vipers Coordinator of any cancellation as soon as possible.

End of season (May to June)
•
•
•
•

Return all Vipers equipment (team jerseys, first aid kit, bag of balls, unused OBA scoresheets) to
Vipers Coordinator.
Schedule your exit meeting for your coaching team and Team Manager with Vipers Coordinator.
Ensure all necessary reports are completed, e.g. Incident Report.
Choose your team’s Mr. /Ms. Viper (most valuable all-round player) and Most Improved Player and
send the information to Vipers Coordinator.
Encourage your players and families to attend the season-end Vipers Banquet.
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During the season (October to April)
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Coach Behaviour
Interaction with Coach Colleagues
•

•
•
•

Your fellow coaches are your colleagues and part of the KW Vipers program and the larger YBA
Basketball Club, and need to be treated with the respect you expect for yourself.
Players and parents should never see coaches as antagonistic to or with one another.
When sharing a gym, please work with the other coaches to maximize skill development.
During competition, your coaches are still colleagues. You work together to ensure the game is
played with mutual respect and good sportsmanship.

Interaction with Players
•

•
•
•

You are a role model for your team; so, chose to demonstrate the behavior you expect to see from
your players.
All youth mature and develop at different ages and in different ways. It is important to keep an
open mind and seek understanding through discussion, not reaction.
Remember that basketball is a late developing sport. Vipers youth need to be equipped with all
skills, especially sportsmanship, how to have clean and healthy fun, the basics of basketball, and
general athletic skills and training.
Swearing, harsh criticism and excessive yelling are NOT acceptable in practices or games. If you find
you have become carried away during a game, simply acknowledge the behavior to your team and
apologize for setting a bad example.

Interaction with Parents/Guardians

•
•
•

Your role in relating to parents can critically affect how their child performs for the team.
You, your coaching team and Team Manager can serve as a valuable resource by answering parents’
questions. Parents can enjoy their child’s participation more if they acquire an understanding and
appreciation of the sport, including knowledge of basic rules, skills, and strategies.
Parents should be reminded that they are important role models for their children’s behavior.
Your role is to clearly inform parents about the type of behavior which can adversely affect the
players and the team during a game, e.g. coaching from the stands, verbally abusing referees,
taunting the competition and/or opposing parents groups.
A conversation with a parent who is emotional/confrontational/aggressive should be deferred to a
later time away from the players, when you are clear-headed and non-reactive, ideally after a game.

Reminder: You have signed a Code of Conduct for KW Vipers and OBA, which obligates you to uphold
the standards of behavior as outlined. If there are any issues in the areas above and discipline may be
necessary, please contact Vipers Coordinator first and refer to the Conflict Resolution Process and
Dismissal Procedure sections in this manual.
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•
•
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Support for Vipers Coach
Coaching Resources
Vipers Coach Manual: This manual is designed to capture all your need-to-know information about
being coach in the KW Vipers program. Its contents will evolve over time, including dynamic online
updates and hard-copy updates for each season.
Online Tools at kwyba.com: The coaches section of our website contains skills drills information for
each age group. Over time, more resources will be posted for your use.
NCCP Training: The OBA requires training and certification for coaches, specifically Learn to Train and
Train to Train. These courses are offered locally during the season for your convenience. Please go to
gameplanbasketball.ca for dates and locations.
Vipers Coaches Clinics: Opportunities to develop your coaching skills will be offered during the season.
Upcoming dates will be announced via email by Vipers Coordinator.
First Aid Training: KW YBA plans to organize courses to obtain or renew your First Aid training, based on
your feedback in Coaches’ First Aid Training survey. Dates will be announced via email from Vipers
Coordinator.

Vipers Coordinator Role

Responsibilities of this role include:
• Monthly reports and summaries as required to KW YBA Board of Directors regarding all aspects
of KW Vipers operations.
• Recruitment/selection of coaches, including ensuring their certifications and/or training meet
OBA standards.
• Organize and oversee the player evaluation process for all divisions.
• Maintain booking for all teams’ practice and facilities throughout the season.
• Ensure availability and organize distribution of all team equipment and uniforms.
• Support coaches in executing expectations and plans required by Canada Sports for Life.
• Distribution of timely update and season-related information to coaches, parents and players.
• Maintain relations with and requirements of practice and game facilities for ongoing use.
• Ensure referees are scheduled for local games, including hosted tournaments.
• Perform administrative activities, including tracking OBA results.
• Recruitment of volunteers to assist with KW Vipers managements of teams.
• Administer team budgets and spending.
• Serve as an escalation points for teams issues, including enforcing the terms within each Code
of Conduct.
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The Vipers Coordinator is the overall leader of the KW Vipers Basketball Program. As such, the
Coordinator is accountable to the KW YBA Board of Directors regarding all operations, coach
recruitment, team performance, issues management, and financials pertaining to the Vipers program.
This specifically includes ensuring the Club maintains a good member standing with the OBA and all
teams are properly registered for competitive play.
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Supporting Roles
Assistant Coach(es)

The team of coaches works together to get the most out of their players on the court. Assistant
basketball coaches are an essential part of helping the Head Coach prepare for games and may even
develop a specialty, such as player analysis, and defense and/or offense strategies. Assistant coaches
serve as a constant reminder to players of what is expected of them and serve as an example of the
proper tone and behavior for the team. At practices, Assistant Coaches may take notes outlining what
works and what doesn't, which players need improvement in certain areas, and what to address at
game time. Essentially, Assistant Coaches help the Head Coach to gather more information than one
person ever could.

Team Manager

Your Team Manager is responsible for the overall administration and organization of the team, which
enables the Head Coach to concentrate on all training and preparation aspects of the team. The role is
to act as the liaison between the team, coach, parents, and, in some cases, the Vipers administration.
The Team Manager is expected to work closely with the coaching team to create a high level of team
spirit and camaraderie in full support of the players throughout the season.

KW YBA Board of Directors
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The Board of Directors is a group of experienced and committed professionals who volunteer their time
to support and develop the Club for our local youth. Each role is responsible to ensure the Vipers
program is operating incident-free and according Club and OBA standards. There are four roles with
specific focus on our Vipers program: Vipers Coordinator; Discipline Committee Chair; Director of
Coaching Development; and, Director of Special Events. Vipers Coordinator will bring forward any
incident to the Board of Directors as needed.
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Team Communication
KW Vipers Program
Communication exchanges between Vipers Coordinator with coaches and team managers as a group,
and individual parents and/or players are email-based.

KW Vipers Team
Vipers teams use Sports Engine, a web and app-based tool to manage all your team information in one
secure place, including contact information for parents and coaches, team schedule, game-specific
information and instructions as well as dynamic chat groups.
No other apps, social media sites, etc. should be used for your team communication.
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Additional information will be available online.
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First Team Practice Admin
The Head Coach is responsible to ensure all aspects of team and player registration is completed. It is at
the coach’s discretion to determine the process for their team. The Team Manager is encouraged to
actively support the Head Coach in collecting the necessary information, particularly all forms and
payments, and ensuring all paperwork is provided to Vipers Coordinator.
When all necessary paperwork is submitted, the team will receive their game jerseys, first aid kit, bag of
basketballs, and OBA scoresheets.
At your first practice and parent meeting:

□ Introduce yourself, your assistant coach(es) & team manager(s), including an overview of your role
on the team and why you chose to be a volunteer with the KW Vipers Club.

□ Talk about responsibilities of coaches, parents, and players in maintaining a respectful and positive
environment for the team at all times. Discuss the importance of each party signing Codes of
Conduct as required by the OBA, including a breach of their Code resulting in a possible player
dismissal from the team.

□ Collect signed Codes of Conduct for each player, one parent per family, and each coach.
(Team Manager will retain signed copies in his/her records.)

□ Inform parents of importance of OBA membership for our club. Distribute OBA registration forms to
one parent per player. Collect signed forms.
(These forms are given to the Vipers Coordinator.)

□ Explain that each parent contact will receive an email from the OBA containing information about

Rowan’s Law, which makes it mandatory to review Ontario’s Concussion Awareness Resources and
OBA’s Concussion Policy and Code of Conduct. This must happen in order to allow player
registration with the OBA.

□ Collect copy of each player’s birth certificate.

(Team Manager will retain these copies in his/her records to have on hand at every game.)

□ Discuss team use of Sports Engine as team and club communication tool. Ensure one parent for each
player has registered their account with your team.

(These forms are kept by the Head Coach with the team first aid kit. See Coach Binder & Toolkit
section.)

□ Explain additional costs for Vipers program:

1. second payment is now owing amount owing (YBA registration payment was $275; Vipers
payment is $325; can be paid online via SportSaavy account or by cheque/cash);
2. jersey deposit (separate cheque for $100; postdated for June 1, 2020);
3. uniform shorts are $45 & optional socks $25 (payment by cheque or cash).
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□ Instruct parents to complete & return a Medical Information form for their player.
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□ Ask parents to complete a uniform order form (i.e. sizing for warm-up shirts, practice jerseys, shorts
& shoe size for socks). Collect forms and payments for shorts and jersey deposit.
(Registration payments, order forms, and uniform payments are given to Vipers Coordinator. Team
Manager retains the jersey deposit in a safe place. At the end of season, the cheque will be returned
when the jersey is handed in.)

□ Provide overview of playing schedule, number of tournaments, OBA location, etc. (please consult
OBA website schedule for city and dates)

□ Discuss importance of respecting rules of your practice environment, e.g. do not prop open doors,

garbage in garbage cans, park in parking lot, etc. (For school board rules, please refer to Appendix II)

□ Encourage parents to attend as many games as possible, be social with one another, and cheer on
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the players as a team. Basketball should remain a fun sport for everyone.
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Coach Team Binder & Tool Kit
In your Learn to Train course, coaches were instructed on the importance of having a Medical
Information form for each player and coach as well as Emergency Action Plans. Sample forms are
included in the Appendix.
By the end of your first practice, all parents should have completed and returned a Medical
Information form for their player.
Once the Head Coach has access to their practice facilities, s/he is responsible to create an Emergency
Action Plan (EAP) for each facility on behalf of the team. An EAP should cover the following items:
1. Designate in advance who is in charge in the event of an emergency (this could be you or you
may delegate this to an Assistant Coach or your Team Manager).
2. Have a cell phone with you and make sure the battery is fully charged.
3. Have emergency telephone numbers with you (facility manager, fire, police, and ambulance) as
well as contact numbers (parents/guardians, family doctor) for the participants.
4. Have all Medical Information sheets on-hand (with the first aid kit) so that this information can
be provided to emergency medical personnel. Include in this profile a signed consent from the
parent/guardian to authorize medical treatment in an emergency.
5. Prepare directions to provide Emergency Medical Services (EMS) to enable them to reach the
site as rapidly as possible. You may want to include information such as the closest major
intersection, one way streets, or major landmarks.
6. Have a first aid kit accessible and properly stocked at all times (all coaches are strongly
encouraged to pursue first aid training).
7. Designate in advance a “call person” (person who makes contact with medical authorities and
otherwise assists the person in charge). Be sure that your call person can give emergency
vehicles precise instructions to reach your facility or site.

□ Complete Emergency Action Plan for each practice facility.
□ Sort through and confirm contents of First Aid Kit provided by KW Vipers Club.
□ Create Team Binder with the following records to be maintained by Head Coach:

• completed Medical Information Forms for each player & coach
• completed Emergency Action Plan for each practice facility
• copies of school permits for each practice facility
• hard-copy contact form (optional)
(Team Manager will have a binder with: copies of players’ birth certificates; all signed Codes of
Conduct from parents, coaches, and players; hard-copy contact form (optional); list of noted allergies
for players (optional) and other as needed.)
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By your third week of practice:
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□ Assemble items for Coach Tool Kit.
√

Item
Coach`s Team Binder
(maintained by Head
Coach)

√
√
√
√

Coach Manual
First aid kit
OBA Scoresheets
bag of balls

√
√
√
√
√
√

Clipboard w/pens/markers
Towel(s)
Air pump
Whistle
Stopwatch
Sport tape

Notes
Required contents:
• completed Medical Information Forms for each
player & coach
• completed Emergency Action Plan for each practice
facility
• copies of school permits for each practice facility
• hard-copy contact form (optional)
Provided by Vipers Coordinator
Provided by Vipers Coordinator
Provided by Vipers Coordinator
Junior: 5 practice balls, 1 game ball
Senior: 4 practice balls, 1 game ball
Recommended
Recommended to wipe water spills and/or shoes
Recommended
Optional
Optional
Recommended for taping medic alert bracelet, hurt
fingers, etc.
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If you have any question about your Team Binder or Coach Tool Kit, please contact Vipers Coordinator.

14

Team Practice Facilities
Permits for use of a facility will be posted by the Vipers Coordinator at kwyba.com under Coaches –
Vipers. The link to all permits is at the bottom of the page. Each Head Coach is responsible to print the
permit for their respective facilities.
By the third week of practice, all Vipers teams should have a completed Emergency Action Plan (EAP) for
each facility where you practice. The EAPs should be kept in your Coach’s Team Binder with copies of
the practice permits.
PLEASE ensure each person attending a practice or game disposes of their garbage, AND does not wear
wet/dirty shoes onto the court area.
School Boards:
(point of contact: School Custodian)
Practices/games held at a school facility must have a hard copy of their team’s specific permit. These
documents should be kept in your Coach’s Team Binder at all times. The custodian at a school may ask
to see your team’s permit. You must be able to show it, or you risk being asked to leave the school’s
property.
Please check your school permit to confirm the gym is available for your date and time. At times, the
school books the facility for its own use, and your permit is cancelled. In most cases, Vipers Coordinator
has provided an alternate practice facility.
The school boards are very critical of no-shows and late cancellations. After five working days prior to
the permit date, late cancelation fees ($28) will apply. Please contact Vipers Coordinator at least seven
(7) working days prior to any expected cancellations. The KW Vipers are charged for each no-show
($28 + custodial fees, if applicable) at each practice time at each school. If we receive three no-shows
at one school, we may lose our permit for that school.
If a school is closed for any reason, your permit for that date will be cancelled, e.g. inclement weather,
power failure, or construction.
For practices/games being held at public school in Waterloo Region, please refer to the “Regulations
Governing the Use of Waterloo Region District School Board Facilities” in Appendix II.

If you are hosting a game during your practice time, please ensure you go the Front Desk and request
use of the game clock set-up.
The floors may be dusty due to multi-sport use. Each gym has a mop in the corner which can be used
prior to your practice.
If there is a problem in the gym, e.g. roof leak, and the facility staff have closed one or more gyms,
please do not use that area, or complain to the Front Desk. In most cases, Vipers Coordinator has been
contacted during the day and will contact the Head Coach. Emergency closures cannot be avoided.
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RIM Park:
(point of contact: Front Desk by food area)
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Game Play
Rules
All OBA games are governed by the rule of FIBA (International Basketball Federation):
https://www.fiba.basketball/
Please review OBA Rules and Regulations for their exceptions.

•

All players must wear their Vipers jersey (home or away designated by game) and Vipers shorts.

•

A t-shirt worn under the jersey must match the jersey in colour, i.e. red t-shirt under red (away)
jersey.

•

Players may only wear arm and/or leg sleeves, but every member of the team must wear the same
colour of both arm and/or legs.

•

Knee coverings, e.g. knee pad or brace, must not be attached to the leg sleeve.

•

Compression shorts cannot extend past the end of the Vipers shorts. Compressions tights, i.e.
reaching below the knee, are not permitted.

•

Religious headwear is permitted. Entire arm and leg coverings for religious reasons are also
permitted. The Vipers jersey and shorts must be worn over top of the coverings.

•

KW Vipers recommend that all players wear mouth guards to protect their teeth as well as mitigate
any potential impact to the face and jaw. If a player is wearing braces, orthodontic mouth guards
are available at area sport stores.

•

No jewelry may be worn by any player on the court. It must be removed, not covered. This applies
to rings, piercings, chains, earrings, bracelets, and hair accessories (e.g. hairpins, combs, etc.).

•

Pierced earrings MUST be removed. They cannot be taped over.

•

Medic alert bracelets should be kept by the parent during the game. Without a parent present, the
bracelet must be taped over tightly to the wrist. A Medical Information Form for this player, which
describes the reason for the medic alert, must be stored with the team first aid kit.

•

KW Vipers recommend players wearing corrective glasses use prescription goggles with a band
around the head.
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Vipers uniforms
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Highlights of OBA Rules & Regulations
OBA 2019-2020 Rules and Regulations Manual
is posted here: https://basketball.on.ca/competitions/rules-regulations/
Changes & Points of Emphasis for 2019-2020 Season
1. OBA Championships
U10 – U19 teams that are interested in participating at Provincial Championships will need to play
in the Ontario Basketball League (OBL) in order to be eligible. Teams that do not play in the OBL will
not be able to participate in Provincial Championships, but can register for Ontario Cup.
2. OBA Championships Late Fees
Teams trying to register past the deadline for OBA Championships will be subject to a $100 late fee
in addition to the OBA Championship registration fee.
3. Non-OBL League Games
Ontario Basketball will sanction non-OBL league games that are OBA rule compliant and are
between two Ontario Basketball affiliated teams.
Proper game results reporting will need to be completed in order for the games to count towards
2019-2020 rankings.

4. Coaching Certifications
All U13 – U19 assistant coaches will need to be, at minimum, Train to Train trained for
the 2019-2020 season. Additionally, before receiving their team log-in to record results
and confirm registration, coaches will be required to complete Ontario Basketball’s
online module outlining the 2019-2020 season.
5. Drop Back Rule
At Train to Train (U13 and U14), the drop back rule will increase from 15 points to 20 points.
6. U14 Girls & Boys – Jr. NBA Roster Limits
Please note that U14 girl’s and boy’s team which qualify for the Jr. NBA Global Championship –
Canada Regional Qualifier event will only be able to have 10 players and 2 coaches registered for
the event.

1. You must have all of the training required by the OBA for the division you coach. Please ensure
you are aware of any new requirements. The KW YBA will support the cost of training with proof
of successful course completion.
2. You must provide a Vulnerable Sector Check from the Waterloo Region Police Services. The cost
is $15. The request for the Vulnerable Sector Check can be submitted online:
https://www.wrps.on.ca/en/services-reporting/police-vulnerable-sector-check.aspx
3. You must follow the OBA rules and standards for coaches, and be fully accountable for all terms
on the Code of Conduct for Coaches. A breech of this code could result in your dismissal from
the KW Vipers Program and the KW YBA Basketball Club.
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Requirements to Coach Youth Basketball

17

OBA Concussion Policy & Code of Conduct
This Concussion Policy and Code of Conduct was developed in collaboration with the Concussion Centre
at Holland Bloorview Kids Rehabilitation Hospital, Ontario Physical, and Health Education Association,
and the Coaches Association of Ontario.
Purpose
The purpose of this Concussion Policy and Code of Conduct is to increase education and awareness for
coaches, parents/guardians, players, officials, managers and other team or club members on the signs
and symptoms of concussion and the specific protocols for managing concussion in Ontario Basketball
(OBA) sanctioned activities. This Concussion Policy and Code of Conduct aims to 1) ensure that players
with a suspected concussion are removed-from-sport and seek medical assessment and 2) all players
with a suspected and/or diagnosed concussion do not participate in OBA sanctioned activities before
medically cleared to return to basketball.
Jurisdiction
This Concussion Policy and Code of Conduct applies to coaches and team trainers of all OBA sanctioned
teams, to athletes participating in all OBA sanctioned activities, and to parents/guardians of
participants.
Concussion awareness resources and education:
Coaches, Team Trainers
Every coach and team trainer of every OBA sanctioned team and program is responsible for:
a) reviewing annually (and confirming such review as required by OBA) the concussion awareness
resources available from the Ontario Ministry of Tourism, Culture and Sport website (MTCS); and
b) reviewing annually (and confirming such review as required by OBA) this Concussion Policy and
Code of Conduct annually and implementing it in all OBA sanctioned activities. Any changes to this
Concussion Policy and Code of Conduct will be highlighted and communicated prior to the start of a
season.
Participants
Every participant in an OBA sanctioned activity is responsible for:
a) confirming annually as required by OBA their review of the concussion awareness resources available
from the Ontario Ministry of Tourism, Culture and Sport website; and
b) confirming annually as required by OBA their review of this Concussion Policy and Code of Conduct.

Concussion Prevention
OBA-sanctioned games follow the most current version of the Official Basketball Rules adopted by the
International Basketball Federation (FIBA). Officials are responsible for ensuring participant safety
during games through appropriate application of FIBA Rules in situations including but not limited to
playing surface, equipment, player injury, fouls, violence, and unsportsmanlike conduct.
In addition to in-game sanctions administered by officials, participants who engage in unsafe and/or
violent behaviour may be subject to further discipline through OBA’s Fair Play Committee, as outlined in
OBA Fair Play Policies and Procedures and Schedules A and B thereto.
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If a participant is under 18 years of age, the parent/guardian of such participant is also responsible for
a) and b) above.
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Code of Conduct
Each athlete, parent/guardian of an athlete who is under 18 years of age, coach and team trainer
hereby commits to the following:
1. Fair play and respect for all.
2. Concussion recognition and reporting, including self-reporting of possible concussion and reporting
to a head coach when an individual suspects that another individual may have sustained a
concussion.
3. Supporting the Return-to-Basketball Protocol; and
Each athlete, and parent/guardian of an athlete who is under 18 years of age also hereby commits to
sharing any pertinent information regarding incidents or a removal from sport with the athlete’s school
and any other sport organization with which the athlete has registered.
Each coach hereby commits to providing opportunities before and after each training, practice and
competition to enable athletes to discuss potential issues related to concussions.

Annual Evaluation of Concussion Policy and Code of Conduct

OBA will evaluate the effectiveness of this Concussion Policy and Code of Conduct and its
implementation annually and make changes as necessary.

OBA CONCUSSION RECOGNITION & REMOVAL-FROM-BASKETBALL &
RETURN-TO-BASKETBALL PROTOCOLS
STEP 1: RECOGNITION
Recognizing a suspected concussion and removal from basketball

b) When should a concussion be suspected?
All players who experience any reported concussion signs and symptoms (Figure 1) or
visual/observable symptoms (Figure 2) following a blow to the head or another part of the body is
considered to have a suspected concussion and must stop participation in the OBA sanctioned
activity immediately. Symptoms of concussion typically appear immediately but may be delayed and
evolve within the first 24-48 hours.
c) What is considered an OBA sanctioned activity?
i.
Competing in OBA league or cup matches
ii.
OBA sanctioned competition
iii.
Any team coach-supervised training
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a) What is a concussion?
A concussion is a traumatic brain injury caused by a blow to the head, face or neck or to another
part of the body that causes the brain to move inside the skull and results in changes to how the
brain functions. A concussion is a serious injury that can have significant impact on a person’s
cognitive, physical and emotional functioning. A concussion is different from most other injuries
because there are not always observable signs that a concussion has occurred and symptoms may
not appear immediately after the impact. Additionally, a concussion cannot be seen on X-rays,
standard CT scans or MRIs.
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d) A suspected concussion can be recognized in three ways:
i.
Reported signs and symptoms by a player– even if only one symptom (Figure 1)
ii.
Visual/observable signs and symptoms from any team official (Figure 2)
iii.
Peer-reported signs and symptoms from players, parents, and team officials (Figure 1 and 2)
iv.
If a player experiences a sudden onset of any of the “red flag symptoms”, 911 should be
called immediately (Figure 3). As well, in any situation, the head coach must call 911 if, in
the head coach’s opinion, doing so is necessary. If in doubt, sit them out.
Figure 1: REPORTED CONCUSSION SIGNS & SYMPTOMS
Headache

Feeling mentally foggy

Sensitive to light

Nausea

Feeling slowed down

Sensitive to noise

Dizziness

Difficulty concentrating

Irritability

Vomiting

Difficulty remembering

Sadness

Visual problems

Drowsiness

Nervous/anxious

Balance problems

Sleeping more/less than usual

More emotional

Numbness/tingling

Trouble falling asleep

Fatigue

Figure 2: VISUAL/OBSERVABLE SYMPTOMS
Lying down motionless on the playing surface
Slow to get up after a direct or indirect hit
Disorientation or confusion, or an inability to response appropriately to questions
Blank or vacant look
Balance, gait difficulties, motor incoordination, stumbling, slow labored movements
Facial injury after head trauma

Neck pain or tenderness

Loss of consciousness

Double vision

Deteriorating conscious state

Weakness/tingling/burning in arms or legs

Vomiting

Severe or increasing headache

Increasing restless, agitated or combative

Seizure or convulsion

Focal neurologic signs (e.g. paralysis, weakness, etc.)

In any situation, the head coach must call 911 if, in the head coach’s opinion, doing so is necessary.
If in doubt, sit them out.
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Figure 3: RED FLAG SYMPTOMS
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Note: The Concussion Recognition Tool 5 is valuable for all first responders in recognizing suspected
concussion and responding to more severe brain injury or potential neck injury. In any situation, the head
coach must call 911 if, in the head coach’s opinion, doing so is necessary. If in doubt, sit them out.
STEP 2: REMOVAL-FROM-BASKETBALL PROTOCOL
Ensuring immediate and safe removal of a suspected concussion from activity
a) Who is responsible for removal from play?
If a suspected concussion occurs, head coaches are to remove players with a suspected concussion
from participation in the basketball activity immediately. However, all team officials (head coach,
assistant coach, trainer, manager, assistant manager, match officials or executive member) hold a
responsibility to recognize the signs and symptoms of concussion, and report the suspected
concussion to the head coach. If there is doubt whether a concussion has occurred, it is to be
assumed that it has and the player is to be removed from play. If in doubt, sit them out. As well, if
an athlete is under 18 years of age, the parents/guardians of such athlete must be informed of the
removal.
Note: When present and hired by OBA to do so, healthcare professionals may complete sideline
assessment and be the primary person responsible for Removal-from-Basketball (Step 2) and use
clinical tools (i.e. Child SCAT5 or SCAT 5) to document initial neurological status. However, these
tools should not be used to make Return-to- Basketball decisions, and every player with a suspected
concussion must be referred to a medical doctor (Step 4) and must not return to the activity until
medically cleared to do so in accordance with the Return-to-Basketball Protocol.
b) Monitoring the player: Head coaches are responsible for ensuring the player with a suspected
concussion is monitored until a parent/guardian is contacted, informed of the removal, and on-site.
Players with a suspected concussion should not be left alone or drive a motor vehicle.

STEP 3: REPORTING A SUSPECTED CONCUSSION AND REFERRING FOR MEDICAL ASSESSMENT
Completing and submission of the suspected concussion report form
a) Completion of the Suspected Concussion Report Form: Head coaches are responsible for
completing the Suspected Concussion Report Form immediately after a concussion is suspected.
The form is available at https://basketball.on.ca/coaching/concussion-resources/.
b) Submission of the Suspected Concussion Report Form: Head coaches must provide copies of the
Suspected Concussion Report Form to:
i.
The individual’s parents/guardian to bring to their medical appointment
ii.
The member club’s administrator
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c) Red Flag Symptoms: If there are any red flag symptoms or a neck injury is suspected, or in any
situation where, in the head coach’s opinion, doing so is necessary, activate your Emergency Action
Plan and call 911 immediately. The player should not be moved and should only be removed from the
play by emergency healthcare professionals with appropriate spinal care training. More severe forms
of brain injury may be mistaken for concussion. If any of the red flags symptoms (Figure 3) are
observed or reported within 48 hours of an injury or in any situation where, in the head coach’s
opinion, doing so is necessary, the player should be transported for urgent medical assessment at the
nearest emergency department.
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iii.

To Ontario Basketball (within 24 hours of completing the form)

c) Referring for medical assessment: Head coaches are also to recommend to the player’s
parent/guardian that they see a medical doctor or nurse practitioner immediately. Players with
suspected concussions may not return to any Ontario Basketball activity until they’ve received
medical assessment and submitted necessary documentation (see steps 4 & 5).
Step 4: INITIAL MEDICAL ASSESSMENT
Assessment and diagnosis by a medical doctor (MD) or nurse practitioner (NP)
a) Head coach: Additional Immediate Responsibilities: The head coach is also responsible for:
i.
advising the athlete (or, if the athlete is under 18 years of age, the athlete’s
parent/guardian) that the athlete is required to undergo a medical assessment by a
physician or a nurse practitioner before the athlete will be permitted to return to training,
practice or competition in accordance with the Return-to-basketball Protocol; and
ii.
providing the athlete (or, if the athlete is under 18 years of age, the athlete’s
parent/guardian) a copy of this Concussion Policy and Code of Conduct as soon as
practicable after the athlete is removed from further practice, training or competition.
b) Seeking medical assessment: If a player has been deemed to have had a suspected concussion, it is
the parent/guardian’s responsibility to take the player to see a medical doctor or nurse practitioner
immediately.
c) Required type of initial medical assessment: In order to provide comprehensive evaluation of
players with a suspected concussion, the medical assessment must rule out more serious forms of
traumatic brain injury and spine injuries. Assessment must rule out medical and neurological
conditions that can present with concussion- like symptoms and must make the diagnosis of
concussion based on findings of the clinical history and physical examination and the evidencebased use of adjunctive tests as indicated. In addition to nurse practitioners the types of medical
doctors that are qualified to evaluate patients with a suspected concussion include: family
physician, pediatrician, emergency room physician, sports-medicine physician, neurologist or internal
medicine, and rehabilitation (physiotherapists). Documentation from any other source will not be
acceptable.

a) If a medical doctor/nurse practitioner determines that the player with a suspected concussion did
not have a concussion:
i.
Parent/guardian must take the written documentation from the medical doctor/nurse
practitioner (highlighting that the player did not have a concussion), and provide this
documentation to their head coach.
ii.
It is the responsibility of each parent/guardian to submit all documentation to their head
coach before the player is permitted to return to a full contact practice and/or game play in
an OBA sanctioned activity. Parents/guardians must send documentation at least 24 hours
before the next game or practice, not the day of. Head coaches will not allow return until
this has been received.
iii.
The head coach must send all such documentation immediately through Smartsheet
(process available online at https://basketball.on.ca/coaching/concussion-resources/).
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STEP 5: MEDICAL DIAGNOSIS
Submission of medical documentation of concussion diagnosis
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iv.
v.

Parent/guardian should continue to monitor the player for at least 24-72 hours after the
event, as signs and symptoms may take hours or days to appear.
Head coaches have the right to refuse a player to return to any OBA sanctioned activity if
they deem the player unfit to do so.

b) If a medical doctor/nurse practitioner determines that the player with a suspected concussion does
have a concussion:
i.
Parent/guardian must take the written documentation from the medical doctor/nurse
practitioner (highlighting that the player has been diagnosed with a concussion) to their
head coach.
ii.
The head coach must send all such documentation immediately through Smartsheet
(process available online at https://basketball.on.ca/coaching/concussion-resources/).
iii.
When the Medical Assessment Letter indicates a concussion has occurred, the participant
must complete each stage of the Return-to-Basketball Protocol (Figure 4). An initial period
of 24 to 48 hours of both relative physical rest and cognitive rest is recommended before
beginning the Return-to-Basketball Protocol (Figure 4).
Note: Written documentation by medical doctor or nurse practitioner may be provided in any format
from medical assessment. A recommended Medical Assessment Letter template can be found in
Parachute’s Canadian Guideline for Concussion in Sport.

STEP 6: CONCUSSION MANAGEMENT
Initial recovery and management
An initial period of 24‐48 hour of rest is recommended before starting the Return-to-Basketball
Protocol. For management strategies, refer to the Concussion Handbook from Holland Bloorview Kids
Rehabilitation Hospital and review the recommended resources on the Ontario Basketball website.
Children and adolescents should not Return-to-Basketball until they have successfully returned to a full
school schedule and workload. However, early introduction of symptom- limited physical activity is
appropriate.

STEP 7: RETURN-TO-BASKETBALL AND MEDICAL CLEARANCE
OBA Return-to-Basketball Protocol (see also Figure 4 below)
a) After an initial period of 24‐48 hour of rest, the player with a concussion must complete each stage of
the Return-to-Basketball Protocol (Figure 4).
b) Parent/guardian and the player are responsible to ensure that each stage of the Return-toBasketball Protocol (Figure 4) is followed appropriately. Players must be able to participate in each
stage’s activities for a minimum of 24 hours without experiencing symptoms during or after the
activities before moving onto the next stage.
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Most players who sustain a concussion while participating in sport will make a complete recovery and be
able to return to full school and sport activities within 4 weeks of injury. However, approximately 1530% will experience symptoms that persist beyond that timeframe. If available, players who experience
persistent concussion symptoms for longer than four weeks may benefit from a referral to a medicallysupervised multidisciplinary concussion service.
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c) If the player experiences onset or worsening of symptoms during or after the activities in any stage,
the player should stop that activity and return to the previous successful stage as tolerated.
d) Once Stages 1-4 of the Return-to-Basketball Protocol (Figure 4) have been completed, the player
must receive medical clearance to proceed to Stage 5: Full contact practice with team (i.e.
unrestricted practice). A player is not permitted to return to Stage 5: Full contact practice with team
(i.e. unrestricted practice) or Stage 6: Game Play until written permission by a medical doctor/nurse
practitioner. In addition to nurse practitioners the types of medical doctors that are qualified to
support medical clearance for concussion include: family physician, pediatrician, sports-medicine
physician, neurologist or internal medicine and rehabilitation (physiotherapists). Documentation
from any other source will not be acceptable.
e) Once medical clearance for Stage 5: Full contact practice with team (i.e. unrestricted practice) is
obtained, the parent/guardian must take the written clearance from the medical doctor/nurse
practitioner (highlighting player is safe to return to full team practice and game play) and provide
the written clearance from the medical doctor/nurse practitioner to the head coach and the member
club administrator before the player is permitted to return to a Stage 6: Return to competition. (see
Figure 4 below)
f)

The head coach must submit the written clearance from the medical doctor/nurse practitioner
immediately through Smartsheet (process available online at
https://basketball.on.ca/coaching/concussion-resources/).

g) The player should not progress to game play until they have regained their pre-injury skill-level and
is confident in their ability to return to activity.
h) Head coaches have the right to refuse a player to return to any OBA sanctioned activity if they deem
the player unfit to do so.
Figure 4: Return-to-Basketball Protocol1
This Return-to-Basketball Protocol applies in circumstances where the either a head coach, a member
club or OBA becomes aware that one of its athletes has sustained a concussion or is suspected of having
sustained a concussion, regardless of whether or not the concussion was sustained or is suspected of
having been sustained during a basketball activity.

Each head coach is responsible for ensuring that an athlete who has sustained a concussion or is
suspected of having sustained a concussion does not return to training, practice or competition until
permitted to do so in accordance with this Return-to-Basketball Protocol.
Stage

Activity

Guidelines

0

Rest

Initial mental and physical rest for 24-48
hours

Requirement: Any athlete who is diagnosed by a physician or nurse practitioner as having a concussion
must not be permitted to return to training, practice or competition unless the athlete (or if the athlete is
under 18 years of age,
the athlete’s parent/guardian) has shared the medical advice or recommendations they received (if any)

KW Vipers Coach Manual, 10/18/2019

An athlete who is diagnosed by a physician or nurse practitioner as having a concussion must proceed
through the graduated return-to-sport steps that are set out in this Protocol.
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with the head coach.

Requirement: The head coach must inform an athlete who has been diagnosed as having a concussion
or, if the athlete is under 18 years of age, the athlete’s parent/guardian of the importance of disclosing
the diagnosis to any other sport organization with which the athlete is registered or school that the
athlete attends.
1
Light aerobic exercises 50% effort
No contact
5–10 minute warm up (stretching/flexibility)

2

Basketball-specific skill work done
individually
50-60% effort

15–20 minute cardio workout, which can
include: stationary bicycle, elliptical,
treadmill, fast-paced walking, light jogging,
rowing or swimming
No contact
5–10 minute warm up (stretching/flexibility)
Increase intensity and duration of cardio
workout to 20–30 minutes
Begin basketball-specific skill work:

3

Footwork drills for offense and defense,
individual ball handling, dribbling, and
shooting drills
Basketball-specific skill work done in
No contact
controlled practice environment (1:1 with Increase duration of session to 60 minutes
a teammate)
Begin resistance training including neck and
75-90% effort
core strengthening exercises

4

Basketball-specific skill work and team
drills done at practice

75-90% effort

Begin walk-throughs of offensive and
defensive plays
No contact. No scrimmages.
Resume pre-injury duration of practice and
team drills
Practice team passing, shooting drills, and
individual defensive skills
Begin fast-break drills, 3-on-2/2-on-1’s and
shell drills with no contact
Continue with walk-throughs and runthroughs of offensive patterns and plays
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Begin passing and shooting drills with a
partner

25

with no contact
Practice defensive coverage with no contact
Review box-out and screening techniques.
Note: Medical clearance letter from a medical doctor or nurse practitioner required before
proceeding to Stage 5.
Requirement: The athlete or, if the athlete is under 18 years of age, the athlete’s parent/guardian must
provide a confirmation of medical clearance by a physician or nurse practitioner to the head coach and
the member club administrator before proceeding to Stage 6. The head coach must send the confirmation
of medical clearance immediately through Smartsheet (process available online at
https://basketball.on.ca/coaching/concussion-resources/).
5

Full team practice with contact (i.e.
unrestricted practice)
90-100% effort

6

Return to competition
100% effort

Montreal Children’s Hospital. 3rd Edition Concussion Kit 2018.

Contact allowed. Scrimmages allowed.
Coaches make sure that the player has
regained his/her pre-injury skill-level.
The child or teen is confident in his/her
ability to return to activity.
Full participation in practices and
competitions
100% intensity

Return-to-School
Concussions can have a significant impact on children and youth’s cognitive, physical and emotional
abilities. Consequently, a return-to-school (or “return-to-learn”) plan may be necessary for some
players. These players should consult a qualified medical professional to develop a personalized returnto-school plan.

This Concussion Policy and Code of Conduct aims to 1) ensure that players with a suspected concussion
are removed- from-basketball and seek medical assessment, and 2) all players with a suspected and/or
diagnosed concussion do not participate in OBA sanctioned activities before medically cleared to do so.
The above steps relate most directly to a player who sustains a concussion during an OBA sanctioned
activity and this injury is identified immediately. Not all concussions will be identified immediately and
not all concussions will take place during an OBA sanctioned activity. Two alternative scenarios are
presented below:
Scenario 1:
A suspected concussion from an OBA sanctioned activity is not identified and/or reported until days or
weeks after the basketball activity. Action: Begin at Step 3, “reporting a suspected concussion”.
Immediately upon the concussion being identified and/or reported to team officials, the head coach is
responsible for completing the Suspected Concussion Report Form, submitting it to the parent/guardian
and to the member club administrator, and recommending that the player see a medical doctor/nurse
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Note: Players should not return to full sport participation until they have successfully returned to full
school schedule and workload.
Special Considerations
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practitioner immediately. The head coach must also send the form through Smartsheet (process available
online at https://basketball.on.ca/coaching/concussion-resources/)

Scenario 2:
A player is diagnosed with a concussion from a non-OBA sanctioned activity (e.g., school, home, other
sports). Action: Begin at Step 5 “medical diagnosis”. The parent/guardian of the player with a concussion
is responsible for submitting a Medical Assessment Letter (highlighting that the player has been
diagnosed with a concussion) to the head coach and to the member club administrator. The head coach
must also send the Medical Assessment Letter through Smartsheet (process available online at
https://basketball.on.ca/coaching/concussion-resources/). As the concussion did not happen at an OBA
sanctioned activity, no Suspected Concussion Report Form is needed. The participant must then
complete each stage of the Return-to-Basketball Protocol.
Referring documents and protocol implementation tools:
1. Suspected Concussion Report Form
2. Removal-from-Basketball summary
3. Return-to-Basketball protocol tracking
The reporting for suspected concussions and Return-to-Basketball protocol will be managed through an
online platform (through Smartsheet software) and be available at
https://basketball.on.ca/coaching/concussion-resources/

Rowan’s Law
Rowan’s Law (effective July 1, 2019) requires all players under 26 years of age and all parents/guardians
of players under 18 years of age and coaches to review Ontario’s Concussion Awareness Resources and
OBA’s Concussion Policy and Code of Conduct (section above) on a yearly basis. Any team member who
has not met the requirements of Rowan’s Law will not be registered with the OBA. To meet the
requirements, formal acknowledgement must be provided by following the instructions provided in the
OBA email.

OBA’s Concussion Policy and Code of Conduct: https://basketball.on.ca/about-us/policies-andprocedures/concussion-policy-code-of-conduct/
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Ontario’s Concussion Awareness Resources: https://basketball.on.ca/coaching/concussion-resources/
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OBA Club Excellence Model
Club Excellence will serve as a framework of best practices and organizational standards for
all OBA member clubs. This newly implemented model is currently in its pilot phase, and KW YBA
(Vipers program) is proudly taking part.
The key phase of the Club Excellence process is an assessment of a set of standards predetermined by
Ontario Basketball. Clubs and minor basketball associations will use this assessment as a benchmark to
both evaluate themselves and compare themselves to other clubs and associations to gauge where they
should be at.
The self-assessment tool identifies best practices in the following five key areas:
1. Long-Term Athlete Development (LTAD)and Canadian Sport for Life (CS4L) alignment
LTAD is a training, competition, and recovery framework for athletes at all stages of life. LTAD
focuses on the general framework of athlete development with special reference to growth,
maturation, and physical and mental development. The overall aim of LTAD Model is twofold:
• to allow participants to find fun, fitness, social interaction, and self-fulfillment through an allinclusive sport environment.
• to develop competitive pathways which are developmentally appropriate and lead players to
the highest possible level of achievement.
2. Coaching & Education
Coaches have defined roles as emphasized by their level of training and development endorsed by
their basketball club. In addition to providing funds for training, the club has a mechanism for
regular feedback and support as required. Coaches’ behavior is structured within a Code of Conduct,
which is also presented to parents for the same purpose.
3. Athlete Well-being
As youth grow and develop, it is important for them to understand there are more than the
fundamentals of basketball to master. Our youth need to learn healthy habits to take care of their
body, mind and spirit in order to lead a balanced lifestyle. Basketball clubs have a role to play in this
level of knowledge development. It is also expected that clubs will be take clear measures and
actions to ensure the safety of all players in their practice and game environments, as well as any
injury recovery.

5. Governance & Administration
Basketball clubs are expected to host Ontario Basketball-sanctioned events, such as Ontario
Basketball League games, Ontario Basketball Championships, and sanctioned tournaments.

Vipers coach participation is very important
You will play an important role in KW Vipers participation in the Club Excellence. During the season, you
will receive a series of online surveys designed to gather information about your experience as a
coach with the Vipers program, and as a member of the OBA. We ask for your timely and honest
responses to these surveys. This feedback will help to benchmark how the Vipers program is
progressing across the five areas of best practice, as outline above.
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4. Membership & Registration
As basketball clubs in good standing with the OBA, it is important for their records to be updated
each season using the resources and tools chosen to establish a consistent standard.
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Team Fundraising
Each Vipers team is provided with sufficient funds to operate at a competitive level each season as well
as their OBA membership and tournament fees. If a Vipers team would like to participate in extra
tournaments or other opportunities, it is their choice to raise funds to cover the additional costs.
Please remember it is a long standing policy of KW Vipers program to hold 10% of your team’s total
fundraising amount in support of the our license fees, player subsidies, equipment, and facility costs.

Fundraising Guidelines
•

Teams may use of KW Vipers logo to support fundraising.
Vipers teams may use the snake logo (in colour or black and white) to support their fundraising
efforts. Use of our logo provides legitimacy and authenticity to your promotional efforts. You may
not, however, modify the logo in any way, either on your own or with the use of a professional
designer. (see Appendix II for sample poster)

•

All members of your team (parents, coaches, players) must follow Canadian anti-spam legislation
(or CASL) when using electronic communications.
When promoting your team fundraiser, we need to be cognizant of the "CASL" guidelines when
using emails /electronic communications. Teams may send emails to their family and friends when
requesting support for fundraisers; however, sending mass emails to everyone in one's contact list is
not acceptable.
Vipers parents should be exempt when communicating about fundraising due to a piece of the
legislation called the ‘Personal Relationship Exemption’. As long as the sender is an individual, they
can send personal messages to people they know to offer a product or service.

•

Any donation to a Vipers team fundraiser by a commercial/professional organization is a business
expense, which will not receive an official tax receipt.
The KW YBA is a not-for-profit organization. As such, KW Vipers program, and any Vipers team,
cannot issue charitable donation receipts for any fundraising activities. Teams may choose to issue
receipts for support of $500 or greater. These are not official tax receipts. They are business
expenses.

•

All raffles/lotteries require a license.
All raffles/lotteries require a license from the City of Kitchener, without exception. Please see the
following section “Requirements for Lottery Fundraisers”.

•

All team fundraising must be recorded and held in your Vipers team account.
There is no limit to the amount of additional fundraising undertaken by each Vipers team. It is
important to record all fundraising monies in your team budget and hold the funds in your Vipers
team bank account. The Head Coach is responsible to oversee the activities and ensure our
fundraising guidelines are followed.
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More information can be found on the CRTC website:
http://www.crtc.gc.ca/eng/com500/infograph6.htm
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If any of your fundraising activities puts your team, our Vipers program, and/or the KW YBA in
jeopardy, your team will lose their competition budget. Examples of such risks include: holding
funds outside your Vipers bank account and organizing a lottery/raffle without a license.
•

All team funds (fundraising and Vipers competition budget) must be spent in the current year.
Each KW Vipers team must spend ALL their funds in the current year. Funds cannot be carried over
from one season to the next. Anything over $25 should be spent and accounted for in your team
budget.
If you go over budget by $50, this amount must be reimbursed to the KW YBA by May 31, which is
the end of our fiscal year.
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For any questions about our Fundraising Guidelines, please contact Vipers Coordinator.
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Team Fundraising Ideas
The following ideas were provided by several experienced Team Managers.
Sell of items from a known vendor with a mark-up on unit cost, for example:
Kernels
Popcorn
https://www.kernelspopcorn.com/
(gluten, peanut free)
Chocolates

Rheo Thompson

https://www.rheothompson.com/productcategory/special-orders/fundraising/

Frozen meats

JD Sweid Foods

https://www.jdsweid.com/fundraising/

Pepperettes

Dettweilers

https://www.dettweilersausage.ca/fundraising/

Poinsettias

Area nurseries

Boxes of Krispy
Kreme donuts

Krispy Kreme

http://www.krispykreme.ca/fundraising-community/

•

BBQ fundraiser at Sobeys for 4 hours on a Sunday (some teams have been able to use their BBQ,
propane and tables)

•

PartyRockers Fundraiser Dances (https://www.partyrockers.ca/): requires 15 adult chaperones for
the Kitchener dances and the athletes get to dance, bond, and have fun for 3 hours ; for team s in
grade 8 and younger; team receives $3.00 for every ticket sold

•

Raffle: choose a highly desirable item, or have an item donated by parent/area business; sell tickets
for a random draw on a specific date within City of Kitchener; must have a license and each ticket
must have license number printed on it

•

Bottle drive
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•
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Requirements for Lottery Fundraisers
For any raffle/lottery conducted within the KW YBA Basketball Club, the Alcohol and Gaming
Commission's (AGCO) rules and guidelines must be followed regardless of the prize (tickets, donated
item, 50/50, gift card, etc.). KW YBA has been approved to hold fundraising lotteries within City of
Kitchener, on behalf of the AGCO.
A license from City of Kitchener is required for all raffles. The lottery license number must be printed on
all raffle tickets. Prizes must be valued at a minimum of 20% of your maximum potential ticket sales.
Anyone selling raffle/lottery tickets MUST be 18 years or older and CANNOT sell to anyone 18 years of
younger.
Information can be found on the AGCO website: https://www.agco.ca/lottery-andgaming/rafflelicensing-overview.
Steps to obtain a lottery license
1. Allow sufficient time to plan and organize your fundraiser. Obtaining a lottery license requires
approximately two weeks at minimum. You must have a license before you start to sell tickets.
2. Email the following information to the Secretary, KW YBA Board of Directors at liss@bell.net:
• list item(s) to be raffled;
• approximate value of each item;
• date and location of the draw (must be in City of Kitchener);
• number of anticipated tickets to be sold;
• total value of the fundraiser (cost breakdown).
3. Print lottery license number on all raffle tickets and promotional materials (email, poster, flyer, etc.),
along with the Vipers logo.
4. Collect all money from the lottery in one account.
5. Transfer the funds collected to our Secretary, KW YBA Board of Directors when the lottery is
finished. Your funds must be held in a separate Lottery Trust Account in order to complete the
license filing.

While this process has a number of steps to follow, it is imperative that every lottery within the KW YBA
have a license. Not doing so risks losing our club’s standing and supporting funds from City of Kitchener,
as well as your coaches and Team Manger being fined.

KW Vipers Coach Manual, 10/18/2019

6. Once paperwork is complete, your lottery money will be moved out of the trust account and
returned to your team by cheque.
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Conflict Resolution Process
The OBA requires that each coach, parent, and player sign their respective Code of Conduct at the start
of each season. In signing Codes of Conduct, coaches, parents and players have confirmed their
responsibility to a respectful, positive, and orderly sporting environment for the game. All are expected
to maintain a situation where conflict and difference can be addressed in a manner characterized by
individual value and civility.
From time-to-time, there may be a misunderstanding, a lack of communication, or a serious situation
which requires attention. When this happens, all parties must work together to resolve the matter. A
parent and/or player has a right to express concerns, a coach has the right to respond, and the KW YBA
has an obligation to support their club members.
A timely process toward resolution is recommended:
1. Parent/Player* with a concern will typically first address their concern with the team’s Head Coach*.
2. If the concern is not resolved within one week, the parent may speak with Vipers Coordinator and
Head Coach together (player inclusion is optional). If the parent hasn’t spoken to the Head Coach,
Vipers Coordinator will ask them to do so.
3. Vipers Coordinator will request the parent to put their concern in writing to clearly identify the
potential issue.
4. If the concern has not been resolved with the Head Coach and Vipers Coordinator by the second
week, the parent may contact the Secretary on the KW YBA Board of Directors, who will bring
forward to the Executive.
*The process will be the same if a concern is raised by a Head Coach or Team Manager with a parent on
the team.

KW Vipers Coach Manual, 10/18/2019

It is important to deal with any concerns as soon as the matter is raised. If left unaddressed, the
situation can intensify and become a negative distraction for the team.
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Player Dismissal Procedure

KW Vipers Coach Manual, 10/18/2019

(in development; due in November 2019)
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KW YBA Club Sponsors
As a not-for-profit club, the KW YBA appreciates the involvement of a numbers of local organizations.
Their support enhances what we can offer in developing athletic skills and building team cohesiveness.
As well, the availability of higher level basketball games (at a low cost) gives our players an up-close
view of the sport’s strategy and aptitude as delivered both on and off the court.

The Armoury

(see Appendix III: Services Provided by The Armoury)

245 The Boardwalk, Suite 201, Waterloo

●

226-336-8961

●

thearmouryclinic.ca

The KW YBA is pleased to welcome The Armoury, a unique sports medicine clinic, as our newest sponsor
for the 2019-2020 season. Players in our club will receive a discount on their services. (see Appendix III
for specific information)
The Armoury offers specialized sports programs and associated professionals in eight areas:
•

Concussion assessment & recovery

•

Sports science

•

Sports nutrition

•

Alter-G

•

Acute injury

•

Osteoarthritis

•

Rehabilitation

•

Weight loss

The KW Vipers wear The Armoury’s logo on their warm-up jerseys to acknowledge the importance of
having their level of service available to our players.

Mel’s Diner
140 University Avenue West, Waterloo

●

645 Westmount Road East, Kitchener

●

melsdiner.ca

Mel’s has been a Vipers sponsor since 2013, having supported individual players through the program
for many years. Their sponsorship agreement includes catering both the House League coaches dinner
and the Vipers Banquet. The KW Vipers wear the Mel’s Diner logo on their warm-up jerseys to
acknowledge this long-standing relationship.

KW Vipers Coach Manual, 10/18/2019

Sport alliances:
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Sport alliance:
KW Titans Professional Basketball Team
kwtitans.com
The KW Titans and KW YBA have joined forces to support the development of
youth basketball in Waterloo Region. Throughout the season, KW YBA players will
have an opportunity to attend Titans games (discounted ticket price) and interact
exclusively with their high calibre players on and off the court.

Community supporters:
A-Z Sportswear

City of Kitchener

City of Waterloo

Kitchener Sports Association

University of Waterloo

Wilfrid Laurier University

KW Vipers Coach Manual, 10/18/2019

Morty’s Pub
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Appendix I:
Sample Forms

Vipers Head Coach Checklist
The Head Coach is responsible to ensure all aspects of team and player registration is completed. It is at
the coach’s discretion to determine the process for their team. The Team Manager is encouraged to
actively support the Head Coach in collecting the necessary information, particularly all forms and
payments, and ensuring all paperwork is provided to the Vipers Coordinator.
When all necessary paperwork is submitted, the teams will receive their game jerseys, first aid kit, and
OBA scoresheets (after Oct. 11, 2019).

First practice & parent meeting:

□ Introduce yourself, your assistant coach(es) & team manager(s), including an overview of your role
on the team and why you chose to be a volunteer with the KW Vipers Club.

□ Talk about responsibilities of coaches, parents, and players in maintaining a respectful and positive
environment for the team at all times. Discuss the importance of each party signing Codes of
Conduct as required by the OBA, including a breach of their Code resulting in a possible player
dismissal from the team.

□ Collect signed Codes of Conduct for each player, one parent per family, and each coach.
(Team Manager will retain sign copies in his/her records.)

□ Inform parents of importance of OBA membership for our club. Distribute OBA registration forms to
one parent per player. Collect signed forms.
(These forms are given to the Vipers Coordinator.)

□ Discuss team use of Sports Engine as team and club communication tool. Ensure one parent for each
player has registered their account with your team. (refer to section XX for more information)

□ Instruct parents to complete & return a Medical Information form for their player.
(These forms are kept by the Head Coach with the team first aid kit.)

□ Explain additional costs for Vipers program:

1. second payment is now owing amount owing (YBA registration payment was $275; Vipers
payment is $325; can be paid online via SportSaavy account or by cheque/cash);
2. jersey deposit (separate cheque for $100; postdated for June 1, 2020);
3. uniform shorts are $45 & optional socks $25 (payment by cheque or cash).

□ Ask parents to complete a uniform order form (i.e. sizing for warm-up shirts, practice jerseys, shorts
& shoe size for socks). Collect forms and payments for shorts and jersey deposit.
(Registration payments, order forms, and uniform payments are given to the Vipers Coordinator.
Team Manager retains the jersey deposit in a safe place. At the end of season, the cheque will be
returned when the jersey is handed in.)

Source: Vipers Coach Manual 2019-2020 (in development)
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□ Provide overview of playing schedule, number of tournaments, OBA location, etc. (please consult
OBA schedule for city and dates – handed out at coaches’ meeting).

□ Discuss importance of respecting rules of your practice environment, e.g. do not prop open doors,
garbage in garbage cans, park in parking lot, etc. (for school board rules, please refer to section ?)

□ Encourage parents to attend as many games as possible, be social with one another, and cheer on
the players as a team. Basketball should remain a fun sport for everyone.

By your third week of practice:

□ Complete Emergency Action Plan for each practice facility (reminder: this was part of your Learn to
Train course; for copy of form, refer to section ?)

□ Sort through and confirm contents of First Aid Kit provided by KW Vipers Club
□ Create Head Coach Team Binder with the following records:

• completed Medical Information Forms for each player & coach
• completed Emergency Action Plan for each practice facility
• copies of school permits for each practice facility
• hard-copy contact form (optional)
(Team Manager will have a binder with: copies of players’ birth certificates; all signed Codes of
Conduct from parents, coaches, and players; hard-copy contact form (optional); list of noted allergies
for players (optional); and, other as determined.)

□ Assemble items for Head Coach ‘tool kit’
√

Item
Head coach team binder

Notes
Required contents:
• completed Medical Information Forms for each
player & coach
• completed Emergency Action Plan for each practice
facility
• copies of school permits for each practice facility
• hard-copy contact form (optional)

√
√
√
√

Coaches manual
First aid kit
OBA Scoresheets
bag of balls

√
√
√
√
√

Clipboard w/pens/markers
Towel(s)
Air pump
Whistle
Stopwatch

provided by Viper Coordinator
provided by Viper Coordinator
provided by Viper Coordinator
Junior: 5 practice balls, 1 game ball
Senior: 4 practice balls, 1 game ball
recommended
recommended to wipe water spills and/or shoes
Recommended
Optional
Optional

Source: Vipers Coach Manual 2019-2020 (in development)
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Medical Information
PLEASE PRINT CLEARLY
Player Name
Birth Date

(dd/mm/yy)

Age

Male


Female


Street

Address

City

Province

Postal Code

Health
Number
Parent’s Name(s)

Street

Address

Phone Numbers

City

Province

Postal Code

Home

Work

Mobile

Family Doctor
Name

Phone

Health History

Details:

Allergies

Yes ϒ No ϒ

_____________________________________

Asthma (Respiratory)

Yes ϒ No ϒ

_____________________________________

Blackouts/Fainting

Yes ϒ No ϒ

_____________________________________

Chest pain

Yes ϒ No ϒ

_____________________________________

Diabetes

Yes ϒ No ϒ

_____________________________________

Epilepsy

Yes ϒ No ϒ

_____________________________________

Hearing Disorder

Yes ϒ No ϒ

_____________________________________

Heart Condition

Yes ϒ No ϒ

_____________________________________

Recurring Headaches

Yes ϒ No ϒ

_____________________________________

Seizures

Yes ϒ No ϒ

_____________________________________

Glasses

Yes ϒ No ϒ

_____________________________________

Contact Lenses

Yes ϒ No ϒ

_____________________________________

Injuries (specify)

Yes ϒ No ϒ

_____________________________________

Medications (specify)

Yes ϒ No ϒ

_____________________________________

Other (including recent surgery)
Other:

_____________________________________
Yes ϒ No ϒ
_______________________________________________________

(Completed forms are to be retained by Vipers Head Coach and
stored near team first aid kit at all times.)
Source: Version 3.1 – 2016; Coaching Association of Canada & Canada Basketball
Learn to Train – Coach Portfolio www.basketball.ca/coaching

PLAYERS NAME___________________________________
WARM UP JERSEY
Youth - S M L XL

Adult - S M L XL

PRACTICE JERSEY
Youth - S M L XL
SHORTS

Adult - S M L XL

Yes/No

Youth - S M L XL
SOCKS Yes/No

Adult - S M L XL

Shoe size__________

CONTACT INFORMATION
Player email________________________ cell#___________________

Parents
Mother

Father

Email

Email

Cell #

Cell #

Address

Address

3RD Contact
Name/Relationship

Email

Cell #

Address

Player:

K-W Vipers Player Contract
As a member of the KW Viper Rep Program, I understand that the following are my responsibilities:
•
•
•
•
•
•
•
•
•
•
•
•
•

•

To arrive at practices early and be ready at least 5 minutes prior to the scheduled start time.
To arrive at games at least 30-45 minutes prior to the scheduled start time.
To notify the coaching staff in advance if I am unable to participate in a practice or game. If
within 4 hours of start time, I will call.
To ensure a healthy diet and proper hydration.
To practice and play to the best of my ability and give 100% effort at all times.
To play to win but not at all costs, to play fair, and to remember that I am not bigger than the
game itself.
To be a good citizen of the KW YBA.
To accept defeat and winning with maturity and class.
To maintain a positive attitude on and off the court.
To listen attentively to the coaches and to respect my teammates as they listen to the coaches.
To respect and encourage my teammates both on and off the court and to respect opponents,
officials, spectators, and parents.
To support each member of the team and the coaching staff. Remember, the coaches will
make decisions they feel are in the best interest of the athlete and the team.
To remember that the coaching staff has many years of experience both playing the game and
coaching. They are completely committed to the development of the team and the athlete and
expect 100% commitment in return.
To remember that I am playing because I enjoy the sport. Winning is fun but so are many other
things about the sport. We want you to have fun!

Should I not be able to accept my responsibilities as a Viper player, I understand the consequences
may include being required to sit on the bench for part of a practice or game. If additional problems
arise, I understand that the coaching staff will discuss with me and my parent(s) on a way to resolve
these issues that affect the well-being of the team.

Signature of Player:
Signature of Parent(s):
Date:

Player:
Viper Team: ____________________________

Parent Code of Conduct Contract
As a parent of a player on a K-W Viper team, I understand that the following are my responsibilities at
practices and during games:
I will:
•
•
•
•
•
•

Remember that children should be having fun when they come to practice or a game.
Be encouraging, supportive, and affirmative in regards to my child’s play on the court.
Respect officials and accept their decisions.
Encourage my child to be a good sport.
Support the coaches and trust that their decisions are in the best interest of the athlete and the
team.
Discuss my child only with the coaches and only at a time mutually agreed upon with the
coaches and never prior to, during, or directly after a game.

Further, I will never:
•
•
•
•
•
•
•
•

Engage in dissent directed toward an official (questioning of calls or non-calls).
Engage in any kind or type of unsportsmanlike conduct or harassment with any official, coach,
player, or parent.
Interfere with the duties and responsibilities of the coaches.
Interfere with the game on the court or the event tasking place.
Act in any manner which is detrimental to the team or club.
Utter negative remarks to any player or other parents.
Use profane or foul language.
Coach from the sidelines during games or practices.

The KW Vipers, as members of the Ontario Basketball Association, support a Zero Tolerance
policy regarding behaviour.
Any person who does not adhere to the above Code of Conduct will be asked to leave the
facility.

Name of Parent(s):
Signature of Parent(s):
Date:

Jr. Boys - U10-U14
Girls - U10-U19
Player Name
(Last/First)

Head Coach

YBA Fee Viper Fee
$275
$325

Size

Viper Registration
2019-20
Depost
$100

Ass't C

Shorts
$45

Socks
$25

Birth
Certificate

Size

Ass't C

OBA
Form

Team: ___________________________
Player
Contract

Parent
Contract

Size

Ass't C

Warm Up
Size

Practice
Jersey

Short
Size

Sock
Size

Size

Manager

Size

Emergency Action Plan
Completed forms for each practice facility are to be retained by Vipers Head Coach and stored
near team first aid kit at all times.
Checklist:

FACILITY
ADDRESS

EMERGENCY
PHONE #S

911
Coach:
PH:

Telephone locations are indicated (cell/landlines)
Emergency telephone numbers are listed
Cell phone, battery well-charged
Change available to make phone calls from a pay phone

Coordinator:
PH:
Address of facility:

Directions:
Provide accurate directions to the site:

Address of nearest hospital:

Roles and Responsibilities:

CHARGE
PERSON

Name:
PH:

•

Alternate 1:
PH:

•
•

Alternate 2:
PH:

•

•

•
Roles and Responsibilities:

CALL
PERSON

Name:
PH:

•
•

Alternate 1:
PH:

•

Alternate 2:
PH:

•

PARTICIPANT
INFORMATION

•

FIRST AID
KIT

Clear the risk of further harm to the injured person by
securing the area and shelter the injured person from the
elements
Designate who is in charge of the other participants
Protect yourself (wears gloves if he/she is in contact with
body fluids such as blood)
Assess ABCs (checks that airway is clear, breathing is
present, a pulse is present, and there is no major
bleeding)
Wait by the injured person until EMS arrives and the injured
person is transported
Fill in an Incident Form
Call for emergency help
Provide all necessary information to dispatch (e.g.,
facility location, nature of injury, what, if any, first aid has
been done)
Clear any traffic from the entrance/access road
before ambulance arrives
Wait by the driveway entrance to the facility to
direct the ambulance when it arrives
Call the emergency contact person listed on the injured
person’s
medical profile

Participant profile information and emergency contact information is attached.

Location of first aid kit is identified.

Source: Version 3.1 – 2016; Coaching Association of Canada & Canada Basketball
Learn to Train – Coach Portfolio www.basketball.ca/coaching

KWYBA Incident Report
Witness Statement
Type of Incident: (e.g. player injury, conduct violation, damage to property, etc.

Date and Time of Incident

Location of Incident

Name and contact information of Witness

Witness Statement:

Date Completed

Name of Person Taking Statement

Witness Signature

Date Report Received (For KWYBA use only)

Appendix II:
Rules & Regulations of Partner Groups

Regulations For Use of Waterloo Region District School Board Facilities
(April 2019)

As per the Ministry of Education directive, school day activities, extra-curricular activities and parent
involvement activities organized or administered by the school or school board have priority use of
school space during and after regular school hours.
In order to create affordable access to community facilities, the Government of Ontario provides a
Community Use of Schools grant that allows school boards to charge subsidized rental rates for nonprofit groups. The annual subsidies offered are contingent upon Ministry funding. The Waterloo Region
District School Board (referred to as the “Board”) reserves the right to allocate the subsidy in such a
manner to ensure that Community Use of Schools Program is offered at no cost to the Board. The Board
may change the way the subsidy is allocated year over year and determine the priority in which the
subsidy will be applied.
A subsidy for a user group for an event is not a guarantee or commitment that future events will be
subsidized in the same manner. Our primary goal is to subsidize local not for profit organizations who
provide support and programming for local youth (under the age of 18 or under the age of 28 for
participants with a disability).
Community groups are expected to self-assess and classify their permit requests according to the rental
charge categories listed on the Board website. Groups who are deliberately misclassifying their permit
requests risk losing the Community Use of Schools subsidy currently offered by the Board and will be
required to pay unsubsidized rates on all their current and future permits.
It is the intent of the Board to have its facilities used in the best interests of the community, when
they are not required for elementary or secondary purposes. The use of Board property must be
complementary to the goals and beliefs of the school board. The determination of suitable groups and
activities shall be at the Board’s discretion.
When you create an account with us, we ask you to provide an email address. We use this email address
to send you information regarding permits and account notifications related to your permits. We may
also use it to send other important information such as permit submission deadlines, cancellations due
to weather, changes to pricing policies and renewal windows. You will have the opportunity to confirm
your consent to receive these important messages when you activate your account.
The following Rules and Regulations govern the use of all Board facilities. Failure to comply may result in
immediate permit cancellation without reimbursement and at no cost or liability to the Board.

RESPONSIBILITIES OF THE PERMIT HOLDER - INSURANCE
The Permit Holder will provide a Certificate of Comprehensive Liability Insurance in the amount of $2
million per occurrence (with no aggregate), including tenant’s liability, naming the Waterloo Region
District School Board as an additional insured. As an acceptable alternative, a Certificate of Liability
Insurance with a minimum $2 million dollar per occurrence with a minimum $4 million dollar aggregate
may be accepted. The insurance shall cover the Board from and against all risks that may arise out of
this permit use or activity only. If a Certificate of Comprehensive Liability Insurance is not provided,
appropriate coverage is available through a third party provider at the Permit Holder’s expense.
The applicant will protect, indemnify and save harmless the Board, its servants or agents, of and from all
claims for damages that may arise out of the use of the Board buildings or grounds by the Permit Holder
and its users. The Board contract with the Permit Holder or group will require protection against
damage, infringement of royalty rights through the Copyright Board of Canada, slander, and overt
conduct which may occur as a result of a public performance or speech.

SUPERVISION

All groups using school facilities must have adequate on-site adult supervision (19 years of age or older)
for the duration of the rental period, one of which being the ‘Event Supervisor’ named on the permit.
The Permit Holder or Event Supervisor listed on the permit must bring the permit to each permitted
activity date and provide it to the custodian when requested. No electronic versions of the permit will
be accepted. Only the area indicated on the permit is to be used by the participants and spectators and
only on the date(s), hours, and for the purpose specified. All gym permits include the use of change
rooms, if available. All indoor permits include the use of washrooms and associated corridors.
Participants must not enter the school before the Permit Holder or Event Supervisor arrives and Event
Supervisors must ensure that participants remain within the designated rental areas and associated
corridors and washrooms. Permit Holders or Event Supervisors must not leave the facility until all
members of their group have left.
The Permit Holder and/or Event Supervisor shall be responsible for the conduct and supervision of all
persons admitted to school buildings during the period of their permit and shall ensure that all
regulations herein contained are strictly observed.
The Permit Holder assumes full responsibility for the proper conduct and supervision of any activities and
for any claims arising out of improper supervision or conduct of activities.
Groups renting multiple facility spaces must have an Event Supervisor in charge of each area.
Event Supervisors must ensure that start/finish times are adhered to as outlined on the permit.
The Board is committed to working together to prevent unacceptable behaviour and to assist
participants by encouraging and fostering positive strategies for identifying and handling anger and
resolving conflict including preventative measures. Permit Holders and Event Supervisors are required to
review and adopt the Board “Safe Schools” Board Policy 6000, available at http://www.wrdsb.ca/aboutthe-wrdsb/policiesprocedures/policies/. Failure to do so could result in cancellation of the permit(s).

FACILITIES AND EQUIPMENT

Permits are non-transferable and must be used by the organization or individual it was issued to.
Permits are portable between Event Supervisors listed on the permit, but are non-transferable to any
other organization, individual or purpose identified. Permits are only valid for the activity specified on
the permit.
With the exception of basketball nets and volleyball standards, the use of school equipment is at the
discretion of the school Principal and must be arranged in advance of the permit start date.
In the event that equipment is lost or damaged or there is damage to the facility, the user group shall be
responsible for all costs resulting from replacement and/or repairs.
Your group is responsible for setup, takedown and cleanup of all spaces used. Any additional cleanup
required to bring the school to Board standards will be performed by custodial staff and your group will
be charged for the additional cleanup time.
The members of your group are responsible for deciding whether or not the facility space you are using
is safe for your activity. IF CONDITIONS ARE NOT SAFE, STOP YOUR ACTIVITY AND ADVISE THE
CUSTODIAN IMMEDIATELY. Within 24 hours, leave a discussion message on your permit or send an email
to rentals@wrdsb.ca, indicating your permit number, the name of your organization, the school, the
date, the time and the nature of the safety concern.
DOORS MUST REMAIN LOCKED. The Custodian will allow the Permit Holder or Event Supervisor listed
on the permit access to the facility no more than 15 minutes prior to the start of the permit and then
return to their pre-assigned duties. The group must provide an adult door monitor to allow access to
participating members. Board staff is not responsible for participant access beyond the Permit Holder or
the Event Supervisor. DOORS MUST NOT BE PROPPED OPEN.
All items brought onto Board property by the user group shall be removed promptly at the end of each
permitted activity date.
Any personal or organization equipment to be used on Board property must be approved by the school
staff.
Only dry, non-marking, indoor shoes shall be worn in the gymnasium, multi-purpose room or cafetorium
for recreational or sports activities. Assistive wheeled devices should also have their wheels wiped clean
and dry prior to entering any area with purpose built flooring, to minimize damage, and for the
enjoyment of all users.
Decorations used in or on the building shall be subject to the approval of a Board- designate.
Vehicles may only be parked in designated parking areas and must comply with all
municipal/region/township by-laws. Parking is not permitted on any playfields or green space.
No idling vehicles.
Weekend Use – The Permit Holder or Event Supervisor will be required to sign in with the school
Custodian on duty, indicating the time of arrival. Signing out with the school Custodian on duty will also
be required, indicating the time of departure prior to leaving at the conclusion of their permitted time.

FOOD, BEVERAGES AND CONCESSIONS

Concession rights at the Board belong to the school. At the discretion of the school administration,
concession services may be accepted or rejected. User must inform Rentals staff of their intent to run
concessions. Rentals staff will confirm the interest with the school and advise the user of next steps
including but not limited to the Region of Waterloo Public Health Special Event Form.
Your concession activity should match that of the Board and must adhere to the Board’s “School
Nutrition” policy (refer to Board Policy 6007).
Food Trucks are not permitted on Board Property.
If approved by school administration, groups cannot sell items that are available for sale in the school
vending machines, nor are they permitted to turn off, cover up, or block the vending machines from use.
Permit Holders found doing this will be removed and may have future permits revoked.
Your group is responsible for setup, takedown, cleanup and damages, if any. Any additional cleanup
required to bring the school to Board standards will be performed by custodial staff and your group will
be charged for the time involved.

EMERGENCY RESPONSE

Permit Holders must have an appropriate plan to deal with medical emergencies and/or medical
conditions while on Board property.
The Event Supervisor shall start each activity by informing group members of emergency evacuation
procedures and exit locations.
All aisles and exits must be kept free from obstruction at all times.
If an accident or injury occurs during the rental period, it is the responsibility of the Permit Holder or
Event Supervisor to take appropriate emergency response (first aid, call 911, etc.) and then report the
incident to the Custodian or Board representative on site.
There is an Automated External Defibrillator (AED) in our facilities. This device can be used by anyone at
the site on an individual present during the rental period who is unconscious AND not breathing (911
must be called). The lessor cannot be held liable for any misuse by the lessee (or member of the rental
party) or in the event of an unsuccessful revival.

ALTERATIONS, CANCELLATIONS AND NO SHOWS

The Permit Holder understands and agrees that the Board may revoke or cancel a permit at any time,
with or without cause and that, in the event of such revocation or cancellation there would be no claim
or right to damages whatsoever. It is further understood that the date of the Permit may be changed by
the Board should the building be required for Board purposes.
To cancel a weekday date, you are required to provide a minimum of 5 business days notice by emailing
rentals@wrdsb.ca or using the discussion tab on your permit. Cancellations with less than 5 business
days notice will carry a late cancellation charge of $25 plus HST plus any additional charges, if applicable
(i.e. custodial fees). If your permit runs on Wednesdays, advise Rentals by the preceding Wednesday.
To cancel a weekend date, you are required to advise Rentals by the Friday of the previous week by
emailing rentals@wrdsb.ca or using the discussion tab on your permit. Cancellations received after the

previous Friday will carry a late cancellation charge of $25 plus HST plus any additional charges, if
applicable (i.e. custodial fees).
In the event of a ‘No Show’, a revised permit will be issued to the Permit Holder, with the ‘No Show’
charges added plus custodial fees, if applicable. On the third ‘No Show’, your permit may be cancelled
for the remainder of the year and may not be eligible for renewal priority in the following scholastic
year.
Changes to dates and times with more than 5 business days notice are subject to a $10 plus HST
alteration fee. An alteration fee will not be applied when adding/changing event supervisors or if the
alteration was initiated by the Board.
All use of schools shall be cancelled when schools are closed due to inclement weather or any other
causes beyond the control of the Board. If a school is closed during the day, it will NOT be open for
permits that evening. School closures will be posted on the Board website, Board social media feeds,
school website or local media outlets.
If the schools are open during the day but the weather is questionable, please notify the Rentals
Department of your cancellation by 3:00pm on the day of the booking. Late cancellation charges will be
waived if you notify the Rentals Department by 3:00 pm through your permit discussion or leave a
voicemail at 519-570-0003 extension 4356 indicating your permit number, the name of the school and
the name of your group. If you do not notify the Rentals Department by 3:00pm on the day of the
booking and do not show up for your rental, a No Show fee will apply plus custodial fees if applicable.
If your inclement weather cancellation is for a weekend date, please notify the Rentals Department of
your cancellation by 7:00am on the day of the booking. Late cancellation charges will be waived if you
notify Rentals by 7:00 am on the day of the booking through your permit discussion or leave a voicemail
at 519-570-0003 extension 4356 indicating your permit number, the name of the school and the name
of your group. If you do not notify the Rentals Department by 7:00 am on the day of the booking and do
not show up for your rental, a No Show fee will apply, plus custodial fees if applicable. In addition,
please call the Board answering service at 519-749-3838 to notify them of the cancellation.

RESPONSIBILITIES OF THE WATERLOO REGION DISTRICT SCHOOL BOARD - INSURANCE

The Waterloo Region District School Board liability insurance protects the Board against liability claims.
The Waterloo Region District School Board insurance does not protect Permit Holders, users or user
groups.

SUPERVISION

An on duty Custodian or Board representative shall be present for all uses of Board facilities.
The Custodian shall, at all times, be in charge of the building and grounds and their instructions must be
carried out.
The Custodian will allow an Event Supervisor listed on the permit access to the facility, not more than 15
minutes prior to the start of the permit, and then return to their pre-assigned duties.
Only Board Custodians on duty may adjust mechanical equipment such as thermostats, fans, basketball
winches and bleachers.

Moveable walls or folding partitions will only be operated by Board custodians. These types of partitions must
remain in the FULLY extended position (open) or the fully contracted position (closed). If they have a ‘person’
door installed, this door may remain open.
Weekend Use – The Permit Holder or Event Supervisor will be required to sign in with the Custodian on duty,
indicating the time of arrival. Signing out with the Custodian on duty will also be required, indicating the time
of departure prior to leaving at the conclusion of their permitted time.
Any additional cleanup required to bring the school to Board standards will be performed by custodial staff
and your group will be charged for the time involved.

EMERGENCY RESPONSE

If an accident or injury occurs during the rental period, it is the responsibility of the Permit Holder or Event
Supervisor to take appropriate emergency response (first aid, call 911, etc.) and then report the incident to
the custodian or Board representative on site.

ALTERATIONS, CANCELLATIONS AND NO SHOWS

It is understood by the Permit Holder that dates of a permit may be changed by the Board should the building
be required for Board purposes. Permit cancellations by the Board will be made only as a last resort.
Should the Board be required to cancel a permit date, the Permit Holder will be notified of the cancellation
and will be given the opportunity to request an alternate location or date as compensation. If no alternative
date or location is agreeable, a credit will be issued, if applicable. The Board assumes no responsibility for any
additional expenses, distress, disappointment, frustration and/or inconvenience as a result of such
cancellation or alteration to a permit.
Refunds will be made available at the end of the school year for user groups who qualify. Refunds will not be
offered for amounts of $5.00 or less.

NON-PERMITTED USE OF BOARD PROPERTY AND FACILITIES
Smoking, alcoholic beverages, games of chance, illegal activities, lotteries or gambling in any form is strictly
prohibited on any Board property.
Event Supervisors must not leave the facility until all members of their group have vacated the premises.
Participants must not enter the school before the Event Supervisor arrives.
Soccer will not be permitted in single gyms. Should soccer be permitted in a Board indoor facility, the use of
sponge, neoprene or felt balls will be accepted. Rental groups will be permitted to use indoor futsal balls
during their rentals with the understanding that any damage costs arising from the use of these balls or any
other behaviour related to the rental will be the responsibility of the rental group. This will be a trial period of
one (1) year for the 2019-2020 scholastic year and will be re-evaluated prior to the following school year. The
use of traditional outdoor soccer balls will not be permitted in any indoor Board facility. No nets available.
Players may only use non-marking plastic floor hockey sticks supplied by group and tape shall NOT be used on
any part of the stick. NO WOODEN OR COMPOSITE STICKS OR SHAFTS ARE PERMITTED. Only goaltenders may
use wooden sticks and plastic non-marking blades. Rubber pucks are not to be used.

Baseball/softball conditioning and cricket will be permitted with the understanding that there will be NO
batting or pitching permitted. Only nerf style sponge balls are permitted, to be supplied by user.
Storage space for non-Board owned equipment is not available in the schools.
The application of powder, wax, tape or any other preparation to the floors, walls, stages, ceilings or
grounds is prohibited.
Do not park on Board sports fields, campuses or lawns.
Inflatable jumpers, slides, houses, castles, dunk tanks, climbing walls, food trucks and generators are not
permitted on Board properties.
Reptiles and animal shows (with the exception of support animals) are not permitted in or on Board
property.
NO FOOD or BEVERAGES are permitted in gymnasiums, auditoriums, libraries or classrooms. Sale of
goods, food or beverages on Board property is prohibited unless authorized on the permit and in
accordance with items 24 through 28 – Food, Beverages and Concessions, above.
Groups approved to operate concessions cannot sell items that are available for sale in the school
vending machines, nor are they permitted to turn off, cover up, or block the vending machines from use.
Permit Holders found doing this will be removed and/or may have future permits revoked.
No glass containers are permitted.
No overnight rentals are permitted (i.e. sleepovers).
Due to potential and inherent risk, the following spaces are not available for community use: specialty
rooms which include but are not limited to: fitness/cardio rooms, weight rooms, science labs, art rooms,
music rooms, tech rooms, automotive shops, wood shops, drama rooms, staff rooms, Special Education
rooms, kitchens, parking lots, playgrounds and tarmac areas. The Education Centre is not available for
community use.
Advertising by Permit Holders on Board property is not permitted.
Nuts, nut products, shellfish, fragrances, and latex may pose significant health risks to students and
community members and are NOT permitted on any Board property.
NO OPEN FLAMES. Open flames, including but not limited to, BBQ’s and other cooking devices, incense
candles, lanterns, open flame burners, steno burners, pyrotechnics, fog or mist machines, dry ice,
lighted candles and open flames of any kind (including cake candles) pose a serious threat to Board
property and are therefore prohibited at all Board facilities and properties.

Appendix III:
Services Provided By The Amoury

The Armoury will provide KW YBA with the following:
1. KW YBA athlete injury assessment with 1-2 business days with medical doctor or therapist
(to expedite assessment, imaging and therapy: call 226 336 8961; ext. 1 for sports medicine assessment,
or ext. 2 for physio, chiro, massage, sport nutrition, osteopath)
2. KW YBA players will have a 15% discount on supplements
3. KW YBA players will have a 15% discount on bracing, exclusion of custom bracing
4. KW YBA players will have discounted training and sport science assessments, concussion baseline testing
detailed below
Programs & Costs
Strength and Conditioning Program:

1 hour strength and conditioning session
Cost: $200 per player (discounted by 70%) for 8 weeks, $400 for 16 weeks

Focusing on power, speed, agility, strength and conditioning, ACL prevention program
Sport Science Assessment:
Medical assessment, Sports Nutrition, Mental Performance, Reaction Time, Fitness & Performance testing (all
athletes)
DEXA Body Composition & V02max testing (13 years and older)
Cost: KW YBA discounted rate
Individual
Under 12: $1000 + 15% discount: $850
Over 13: $1500 + 15% discount: $1275
Team
Under 12: $1000 + 20% discount: $800
Over 13: $1500 + 20% discount: $1200
Organization (minimum 5 teams)
Under 12: $1000 + 30% discount: $700
Over 13: $1500 + 30% discount: $1050
Baseline Concussion Testing:
Impact, dynavision, grip strength, balance
$150 per athlete
$100 per athlete if entire team does testing
Individual Strength and Conditioning training: 1 on 1 training: $80/HR

ANY KW YBA PLAYER WILL BE SEEN BY MEDICAL
DOCTOR OR THERAPIST WITHIN 1-2 DAYS OF INJURY

