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PROGRAM OVERVIEW 

Founded in 1962, the Bel Air Youth Football Program is dedicated to the growth and 

enrichment of our players, coaches and volunteers.  Each season, nearly 500 players 

and hundreds of adult volunteers come together to participate in and learn the game of 

football in a wholesome, safe, structured and fun environment.  Bel Air Youth Football 

offers several levels of competition and emphasizes safety, understanding and 

awareness.  Bel Air Youth Football is governed by a board of directors made up of 

volunteers, parents and coaches. 

 

Bel Air Youth Football is a Bel Air Parks and Recreation sponsored program. 

1. PROGRAM MISSION 

The mission of the Bel Air Football Program is to provide a controlled and wholesome 

football experience for the youth of our Community.  The Program will provide 

instructional football fundamentals thru participation and coaching, while striving to 

afford a learning experience for participants.  The Program shall promote a proper 

code-of-conduct for coaches, parents and players.   

2. BOARD OF DIRECTORS 

The Bel Air Youth Football Program is governed by a board of directors comprised of 

coaches, parents and volunteers.  The BOD acts as a governance body over the 

program and provides guidance to the Chairman and Vice Chairman when making 

decisions that affect the program.  The Chairman has the final say in all BOD 

decisions and at any point can veto/overrule a BOD vote as he/she deems is in the best 

interest of the program.  The board of directors falls under the auspices of the Bel Air 

Recreation Committee Board of Directors (BARCBOD).   

 

General Guidance for the Football BOD follows: 

 

¶ The BOD will be made up of 13 voting members.  The roles and 

responsibilities of each are detailed in the sub sections below.  The term of 

office for each BOD position, with the exception of the Chairperson and Vice 

Chairperson, will run for a period of one year, from January to December.  The 

Chairperson and Vice Chairperson term of standing will cover a two year 

period, January to December. (Note: Number of voting members may vary 

depending on filling each of the listed jobs.) 

¶ The BOD will establish a meeting schedule and will hold special meetings as 

needed.  The BOD can decide to hold closed or open meetings as desired. 

¶ At a scheduled meeting, 7 BOD members must be present to hold a quorum. 
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¶ If a vote is requested by e-mail or telephone, all members must be polled and a 

simple majority is required to gain approval. 

¶ Changes to this document require a majority of the total BOD’s voting 

members.   The voted upon changes must be provided to the BARCBOD.   The 

BARCBOD reserves the right to reject the proposed change. 

¶ The Program will follow the rules and guidelines of the Bel Air Recreation.   

2.1 ELIGIBILITY AND NOMINATIONS OF BOD MEMBERS 

Any person associated with the Bel Air Football Program is eligible for nomination to 

the BOD.  However, the preferred approach will be to follow a succession model 

where those assisting existing BOD members will be given priority consideration. 

 

A BOD member may also be a coach unless otherwise restricted in the specific job 

duties.  Being a coach prior to being a BOD member is not a prerequisite; however, 

any BOD member-coach who cannot fully execute the duties of both positions must 

voluntarily relinquish one or both positions or may be dismissed at the discretion of 

the BOD.   

 

Other than cases specified in the roles and responsibilities section below, the 

Chairperson, Vice Chairperson and BOD will nominate a person for a specific position 

on the BOD and the existing BOD will vote to approve/disapprove the nomination.  

Individuals cannot occupy more than one position as a voting board member. 

 

If any BOD member, regardless of position, fails to adhere to these by-laws, or 

guidance set forth by the BARC BOD, he/she may be relieved of their duties and 

removed from the program’s BOD by the Chairman or BARC President.  If at any 

time during a term of membership for any BOD position, the member resigns, is 

removed, or the position remains vacant, the BOD will obtain new nominees for the 

vacant position and hold a special election.  

2.2 ROLES AND RESPONSIBILITIES 

The roles and responsibilities of each board member are defined below. 

2.3 CHAIRMAN / COMMISSIONER 

The BOD will nominate and elect by a majority decision a member of the BOD 

to be the next Chairperson.  The candidate will be submitted to the BARCBOD 

for final approval. The Chairperson must be elected from the current Football 

BOD.   

 

Duties:  

¶ Attends BARC Chairperson Training. 
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¶ Presides at all meetings, calls special meetings as needed.  Chairperson 

will only vote to break a deadlock. 

¶ Oversees all aspects of the Football Program. 

¶ Is responsible for implementing policies and decisions as set forth by the 

BOD. 

¶ Has fiscal oversight for the program including approving all 

expenditures and working directly with the BARC Treasure.  The 

Chairperson will have a Finance Manager (a BOD member) to assist 

with the bookkeeping, money collecting, etc.   However, the Chairperson 

must retain overall responsibility for the financial aspect of the Program. 

¶ Spokesman for Program. Attends BARC General Membership meetings 

or sends alternate.  Must attend annual Program review with 

BARCBOD.  

¶ Jointly, with Vice Chairperson, nominates head coaches for the 

following year.    Selections will be approved by the BOD.  Head 

coaches must be announced during the open program meeting in 

January. 

¶ Jointly, with Vice Chairperson and Player/Personnel Manager, develops 

a written plan for registration.  The plan must be approved by the 

BARCBOD prior to conducting registration. 

¶ Jointly, with Vice Chairperson and Player/Personnel Manager, assigns 

registrants to appropriate age groups for evaluations. 

¶ Empowered to take charge or suspend any game at any point. 

¶ Empowered to eject or suspend any player, coach, assistant coach or 

parent when their conduct is detrimental to the program. 

¶ Jointly, with Vice Chairperson, develops an annual program schedule, 

with input from other BOD members. 

2.4 VICE CHAIRMAN / ASSISTANT COMMISSIONER 

A member of the BOD nominated and elected by the BOD as outlined above.   

Approved by the BARCBOD. 

 

Duties: 

¶ Performs duties of Chairperson in his/her absence. 

¶ Is responsible for implementing policies and decisions as set forth by the 

BOD. 

¶ Serves as troubleshooter for organization.  Confers with Chairperson 

when disciplinary action is required. 

¶ Assists coaches as required from both a technical and non-technical 

perspective. 
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¶ Recommends internal and/or external training for the coaches and 

assistant coaches.  

¶ Makes joint decisions with the Chairperson as stipulated under the 

Chairpersons duties. 

2.5 PLAYER PERSONNEL DIRECTOR 

Nominated by the Chairperson and Vice Chairperson.  Approved by the BOD. 

 

Duties: 

¶ Is responsible for implementing policies and decisions as set forth by the 

BOD. 

¶ Plans program registration: 

o Coordinates times/dates/location with Parks and Rec., 

Chairperson, Vice Chairperson. 

o Coordinates with Communication Manager to ensure widest 

dissemination of registration information. 

o Coordinates registration staff and assigns duties for registration. 

¶ Maintain program online registration database of players and family 

details. 

¶ Produces reports and documents from the program database as needed 

by the BOD. 

¶ Makes joint decisions with the Chairperson and Vice Chairperson as 

stipulated under the Chairpersons duties. 

2.6 EQUIPMENT DIRECTOR 

Nominated by the Chairperson and Vice Chairperson.  Approved by the BOD. 

 

Duties: 

¶ Is responsible for implementing policies and decisions as set forth by the 

BOD. 

¶ Manages all day-to-day operational issues involving the player 

equipment, training equipment, and supplies. 

¶ Develops an inventory of all equipment and supplies.   

¶ Conducts distribution of equipment, collection at the end of the season, 

and storage of all equipment.   

¶ Develops a schedule and manages the reconditioning of all necessary 

player equipment.   

¶ Researches and recommends the purchase of new equipment and major 

supplies to the BOD.  Solicits competitive bids if prudent prior to 

making any purchasing recommendations.  (Note: Chairperson must 

approve all expenditures before placing order.) 
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2.7 FACILITIES DIRECTOR 

Nominated by the Chairperson and Vice Chairperson.  Approved by the BOD. 

 

Duties: 

¶ Is responsible for implementing policies and decisions as set forth by the 

BOD.  

¶ Manages day-to-day operational issues with the fields and facilities. 

¶ Manages any repairs to existing structures, including but not limited to 

electrical, lighting, plumbing, audio, heating, painting, concession stand 

equipment, etc 

¶ Manages preparation of the fields/facilities prior to games. 

o Coordinates a schedule and task-based workforce with the 

Chairperson. 

o Recommends a plan for preparation of the fields/facilities for the 

next season. 

¶ Manages inclement weather field preparation. Coordinates with the 

Chairman and Vice Chairman with regards to decisions as to the 

playability of the fields when weather is a factor.   

¶ Manages preparation of the fields/facilities for the next season. 

o Secures all  equipment at the termination of the season 

o Coordinates  preparation of the fields-seeding, feeding and 

watering 

o Prepares and repairs the spectator areas 

¶ Investigates and recommends to the BOD for overall field and facility 

improvement. 

2.8 COMMUNICATIONS DIRECTOR 

Nominated by the Chairperson and Vice Chairperson. Approved by the BOD. 

 

Duties:  

¶ Is responsible for implementing policies and decisions as set forth by the 

BOD. 

¶ Manages publicity matters for the Chairperson, BOD and program. 

¶ Manages the program website. 

¶ Publishes the program report electronically via e-mail, website posting, 

and other means as directed by the BOD. 

¶ Disseminates miscellaneous program information directly to participants 

on behalf of the Chairperson. 

¶ Records the attendance and minutes of all meetings. Provides a copy of 

the minutes to the Chairperson for review. Upon approval, distributes 

minutes to the BOD members. 



Bel Air Football 

Program By-Laws  

 

Page 10 of 19 

 

¶ Develop and maintain a program wide newsletter.   

¶ Distribute the Program Newsletter in accordance with the frequency 

determined by the BOD and or Program Chairman. 

2.9  FUNDRAISING / EVENTS DIRECTOR 

Nominated by the Chairperson and Vice Chairperson.  Approved by the BOD. 

 

Duties: 

¶ Is responsible for implementing policies and decisions as set forth by the 

BOD. 

¶ Attends BARC Chairperson Training and follows the financial rules of 

the BARC. 

¶ Locates and investigates fundraising opportunities for the approval of the 

BOD. 

¶ Manages all fundraising activities, to include concession stand 

operations.  

¶ Ensures that the required concession stand operation permits are secured 

from the county on an annual basis. 

¶ Works with the Financial Manager to ensure that all monies for these 

activities are properly accounted for.  

¶ Provides written reports on all fundraising activities to the BOD. 

¶ Ensures that proper recognition is provided for all donations. 

¶ Plan and coordinate all program events (i.e. Homecoming, Bull Roast, 

etc.). 

¶ Oversee all program events and manage all event personnel. 

2.10 FINANCE DIRECTOR 

Nominated by the Chairperson and Vice Chairperson.  Approved by the BOD. 

 

Duties: 

¶ Is responsible for implementing policies and decisions as set forth by the 

BOD. 

¶ Attends BARC Chairperson Training and follow the financial rules of the 

BARC. 

¶ Assists the Chairperson in the areas of program fiscal responsibilities 

including: 

o Maintaining financial spreadsheets 

o Collecting all monies resulting from fundraising activities, 

concession stand operation, registration fees, etc. 

o Making account deposits according to the recommendations of the 

BARC BOD 
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o Submitting payment request to the BARC Treasurer 

¶ Assists the Chairperson in the preparation of a program annual budget and 

yearly request submitted to the BARC BOD for program funds (“town 

funds”) 

¶ Presents the program’s financial status at each BOD meeting and upon 

request by the BARCBOD Treasurer. 

¶ Responsible for the creation of proper procedures to account for all 

expenditures and receipts. 

¶ Coordinates with the Chairperson prior to submitting any reimbursements. 

¶ Establishes systematic checks and balance of the program’s funds and 

performs financial audits. 

2.11 AGE GROUP REPRESENTATIVE - ELEMENTARY 

Nominated by the Chairperson and Vice Chairperson.  Approved by the BOD. 

 

Duties: 

¶ Function as a liaison for coaches (6-8 thru 8-10)  to communicate issues, 

concerns and questions regarding program policy and procedures.   

¶ Provide assistance to the Player Personnel Director and Parent 

Representative for all issues involving the program coaching staff, parents 

and players in the designated age groups. 

¶ Is responsible for implementing policies and decisions as set forth by the 

BOD. 

2.12 AGE GROUP REPRESENTATIVE - MIDDLE 

Nominated by the Chairperson and Vice Chairperson.  Approved by the BOD. 

 

Duties: 

¶ Function as a liaison for coaches (9-11 thru 11-13)  to communicate issues, 

concerns and questions regarding program policy and procedures.   

¶ Provide assistance to the Player Personnel Director and Parent 

Representative for all issues involving the program coaching staff, parents 

and players in the designated age groups. 

¶ Is responsible for implementing policies and decisions as set forth by the 

BOD. 

2.13 CLINIC DIRECTOR 

Nominated by the Chairperson and Vice Chairperson.  Approved by the BOD. 

 

Duties: 
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¶ Function as a liaison for Clinic coaches to communicate issues, concerns 

and questions regarding program policy and procedures.   

¶ Provide assistance to the Player Personnel Director and Parent 

Representative for all issues involving the program coaching staff, parents 

and players in the designated age groups. 

¶ Represent the program in all clinic related league activities to include 

scheduling, rules and disciplinary actions. 

¶ Is responsible for implementing policies and decisions as set forth by the 

BOD. 

2.14 CONCESSION STAND DIRECTOR 

Nominated by the Chairperson and Vice Chairperson.  Approved by the BOD. 

 

Duties: 

¶ Responsible for the overall operations of the concession stand during all 

scheduled program events.   

¶ Responsible for the identification and management of all managers, 

assistant managers and volunteer workers. 

¶ Will conduct weekly inventory and inspections of the programs 

concession facilities. 

¶ Responsible for all product ordering to maintain stock levels. 

¶ Responsible for overall cleanliness of the programs concession facilities 

to include restrooms. 

¶ Will coordinate annual Health department inspections and report results 

to the Program Chairman. 

¶ Will address all Health Department deficiencies and ensure adherence 

to all State, County and Local Ordinances.  

¶ Will coordinate with Concession Stand Managers of all staffing 

schedules to include both games and practices. 

¶ Will establish and maintain third party vendor contracts as they pertain 

to the concession stand. 

¶ Will coordinate all third party vendor activates. 

2.15 PARENT REPRESENTATIVE 

Nominated by the Chairperson and Vice Chairperson.  Approved by the BOD. 

 

Duties: 

¶ Function as a liaison for Parents to communicate issues, concerns and 

questions regarding program policy and procedures.   
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¶ Provide assistance to the Player Personnel Director, Clinic Director and 

Age Group Representatives for all issues involving the program coaching 

staff, parents and players. 

¶ Is responsible for implementing policies and decisions as set forth by the 

BOD. 

¶ Develop a detailed plan of action for maintaining parent awareness and 

involvement in program activities and events.  

3. MANAGERS / ASSISTANT MANAGERS 

3.1 CONCESSION STAND MANAGERS 

The Concession Stand Managers are selected by the Concession Stand 

Director and approved by the Board of Directors.  Identification and 

approval of all Managers must be completed prior to the scheduled first day 

of practice for the program.  The Concession Stand Managers are 

responsible for the day to day operations of the concession stand when 1 or 

more teams from their assigned color group are present at the facility. 

 

Additional duties for the Concession Stand Managers are defined in the 

programs Standard Operating Procedures (SOP) manual.   

3.2 FIELD OPERATIONS MANAGER 

The Field Operations Manager is selected by the Facilities Director and 

approved by the Board of Directors.  Selection and approval of the Field 

Operations Manager must be completed no later than June of the current 

season.  The Field Operations Manager will follow the direction of the 

Facilities Director.  

 

Additional duties for the Field Operations Manager are defined in the 

programs Standard Operating Procedures (SOP) manual.   

 

3.3 EQUIPMENT MANAGER 

The Equipment Manager is selected by the Equipment Director and approved 

by the Board of Directors.  Selection and approval of the Equipment Manager 

must be completed no later than March of the current season.  The Equipment 

Manager will follow the direction of the Equipment Director. 

 

Additional duties for the Equipment Manager are defined in the programs 

Standard Operating Procedures (SOP) manual. 
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4. COMMITTEES 

4.1 NUMBER, TENURE AND QUALIFICATIONS.  

The BOD may establish from among its members, BOD and/or any other 

volunteers, committees to serve at the pleasure of the BOD. The Chairperson 

shall designate when such member of each committee as Committee Chairman, 

each Committee Chairman shall be required to have one meeting a year. It may 

be among the Committee members or open to the general membership. The 

Chairperson shall have the power to increase or decrease the size of the 

committees and the makeup thereof. 

 

4.2 CURRENT COMMITTEES 

 

Awards Committee 
The Awards Committee shall be responsible for obtaining trophies for all 

participants in the Program and any other trophies, awards, etc. requested by the 

Chairperson and/or BOD.  

 

By-Laws and Rules Committee 
A By-Laws and Rules Committee, two of whom shall be members of the Board 

of Directors, shall consider the By-Laws and Rules and recommend to the Board 

of Directors such additions, alterations, or amendments as the Committee deems 

proper for the best interest of the Program, its members, participants, coaches 

and all others connected with the Program.  

 

Enforcement Committee 
An enforcement Committee to consist of three (3) Directors (Player Personnel, 

Parent Rep & Age Group Rep), with the Chairperson serving as the Chairman of 

said Committee. In the absence of the Chairperson, the Vice Chairperson shall 

act as a member thereof and as Chairman.  

 

The duties of the Enforcement Committee shall be to: 

 

1. Hear protests and charges in connection with alleged violations of the Rules 

of this Program including the By-Laws, League Rules and Regulations; Code 

of Conduct, or any Rules promulgated and approved by the BOD; 

 

2. Consider the evidence, render decisions thereon and recommend penalties 

according to the Rules. Actual penalties will require the majority approval of 
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the BOD. Enforcement Committee shall keep Minutes of its proceedings 

which shall be presented to the next meeting thereafter of the BOD.  

5. HEAD COACHES 

Head Coaches are appointed by the Chairman and Vice Chairman and approved by the 

Board of Directors.  Applications for Head Coaching positions can be received at any 

time during the current season for consideration for the proceeding season or as 

necessary for replacement / addition during the current season. 

 

The Chairman and Vice Chairman will review all applications and submit their 

selections to the Board of Directors for approval as specified in the Standard Operating 

Procedures (SOP) Manual. 

 

Head Coaches are appointed as needed and can at any point be removed by the 

Program Chairman or a majority vote by the Board of Directors.  

 

Additional duties for Head Coaches are defined in the programs Standard Operating 

Procedures (SOP) manual. 

 

5.1 ASSISTANT COACHES 

Assistant Coaches are selected by the teams approved Head Coach and must be 

approved by the Chairman and / or Vice Chairman prior to functioning as an 

official Assistant Coach. 

 

Assistant Coaches are appointed as needed and can at any point be removed by 

the Program Chairman or a majority vote by the Board of Directors.  

 

Additional duties for Assistant Coaches are defined in the programs Standard 

Operating Procedures (SOP) manual. 

 

5.2 TEAM MANAGER 

Team Managers are selected by the teams approved Head Coach  

 

Team Managers are appointed as needed and can at any point be removed by the 

Program Chairman or a majority vote by the Board of Directors.  

 

Additional duties for Team Managers are defined in the programs Standard 

Operating Procedures (SOP) manual. 
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6. CONTRACTS, CHECKS, DEPOSITS AND 

SPENDING AUTHORIZATION 

6.1 CONTRACTS. 

The Board of Directors may authorize any officer or agent to enter into any contract or 

to execute and deliver any instrument in the name of or on behalf of the Bel Air 

Football Program and such authority may be general or confined to specific instances. 

6.2 CHECKS AND DRAFTS 

All checks, drafts or other orders for the payment of money, notes, or evidences of 

indebtedness issued in the name of the Program shall be signed by such officer or 

officers, agent or agents, of the Program and in such manners from time to time be 

determined by the BOD.  

6.3 DEPOSIT 

All funds of the Program shall be directed to the Finance Director and forwarded to  

the appropriate Bel Air Recreation authority for deposit. Only the Chairman and 

Finance Director are authorized to communicate with the Bel Air Parks and Recreation 

Program financial personnel for the depositing of any and funds, withdrawal of any 

funds, issuance of any checks, etc.  

6.4 SPENDING 

Unless prior approval has been given by the BOD at a regular meeting and/or Special 

Meeting, no member of the Board, Head Coach, Manager, etc. is authorized to incur 

any obligation on behalf of the Program except as provided below. 

  

(a) Chairman/Commissioner is authorized to spend up to $1000.00 on any matter 

benefitting the Program; 

(b) Finance Director is authorized to spend up to $2500.00 on any matter 

benefitting the Program; 

7. INJURY MANAGEMENT & REPORTING 

The Player / Personnel Director is responsible for  reporting all injuries to Players, 

Coaches, Parents and Spectators that occur on any facility in which an official program 

event takes place.  Copies of the  official injury report form is to be provided to each 

Head Coach, prior to the start of the season.  The Player / Personnel Director is 

responsible for training all Head Coaches, Assistant Coaches, Team Managers and 
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Board Members of the proper manner in which to complete and submit the injury 

report form. 

 

The Player / Personnel Director is responsible for collecting and submitting completed 

forms to both the Program Chairman/Vice Chairman and the Bel Air Parks and 

Recreation office.     

 

Additional injury management and reporting procedures are available in the Programs 

Standard Operating Procedures (SOP) Manual. 
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8. PROGRAM EVENT DATES 

January Monthly BOD Meeting (Closed)  1
st
 Tuesday of the month 

  Concession Stand Manager Approval  Jan. BOD Meeting 

 

February Monthly BOD Meeting (Closed)  1
st
 Tuesday of the month 

  Head Coaches Selections Submitted  1
st
 Tuesday of the month 

  To BOD by Chairman for approval 

 

March Monthly BOD Meeting (Closed)  1
st
 Tuesday of the month 

Returning Player Registration   1
st
 Saturday of March 

Open Registration    2nd Saturday of March 

  Open Registration    Last Saturday of March 

 

April  Monthly BOD Meeting (Closed)  1
st
 Tuesday of the month 

 

May  Monthly BOD Meeting (Closed)  1
st
 Tuesday of the month 

 

June  Monthly BOD Meeting (Closed)  1
st
 Tuesday of the month 

 

July  Monthly BOD Meeting (Closed)  1
st
 Tuesday of the month 

Open Program Meeting   Last day of July 

 

August  Monthly BOD Meeting (Closed)  1
st
 Tuesday of the month 

Player Evaluation Begins   August 1
st
 

  Player Evaluations Conclude   August 4
th

 

  Team Assignments Complete   August 5
th

 

   

September Monthly BOD Meeting (Closed)  1
st
 Tuesday of the month 

 

October Monthly BOD Meeting (Closed)  1
st
 Tuesday of the month  

  Open Program Meeting   2
nd

 Tuesday of October 

Call for Nominations for open BOD  2
nd

 Tuesday of October 

positions 

  Call for Nominations for Coaches  2
nd

 Tuesday of October 

 

November Monthly BOD Meeting (Closed)  1
st
 Tuesday of the month 

 

December Monthly BOD Meeting (Closed)  1
st
 Tuesday of the month 
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9. DISPUTE RESOLUTION PROCESS  

The Board of Directors, has the ability to review any and all dispute at its discretion, 

but may defer the determination of the outcome to the Program Chairman, Vice 

Chairman or associated Director. 

 

Any individual may submit a dispute for review to the programs Chairman, Vice 

Chairman or active Board Member.  The Program Chairman will make the 

determination if the issue require the review of the Board of Directors and/or if the 

issues requires further investigation.  All disputes must be submitted in writing and 

must contain proper contact information of the individual(s) submitting the dispute.  

All dispute submitted for review by the Board of Directors will be reviewed at the next 

scheduled regular meeting.  The Chairman and Vice Chairman may call a special 

meeting of the Board of Directors to review a dispute if the determination of the 

outcome is time sensitive. 

 

Individuals may appeal the outcome of a dispute determination to the Bel Air Parks 

and Recreation Board of Directors.  The appeal process is available from the Bel Air 

Parks and Recreation Office. 

 

 


