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Attendance Policy 

 
Southwest Hockey recognizes that regular participation in practices and games is an integral part to the 

development of our hockey players, coaches and the success of our hockey program. Head Coaches are to 

ensure the team rules are in place, which are signed by every player AND parent, to acknowledge and 

support the importance of attendance, and the team rules. 

 

As a courtesy among the coaching staff, any coach who will be absent should be communicating to the Head 

Coach that they will be away.  This will enable to Head Coach to ensure there is adequate coverage. 
 

✓ Team Rules should include HOW much notice the Head Coach requires for an absence. 

✓ A copy of the SWH Team Rules was sent to all Head Coaches at the start of the season. 

✓ Team Rules should include WHO families must contact for an absence. Suggestion: 

o Head Coach, Team Manager and designated Assistant Coach ‘Attendance Tracker’. 

 

Tracking Attendance 
 

For the 2022-2023 Season: One designated Assistant Coach must be responsible for tracking, and 

submitted attendance five (5) days following the last day of the month, for the duration of the season. 

There will be an Excel spreadsheet (called: “Attendance Matters”); provided by the Administrator. This 

spreadsheet will be the only spreadsheet used to maintain and submit attendance on a monthly basis. 

 

The Attendance Spreadsheet includes; instructions (on the first tab), followed by separate monthly tabs, and a 

summary tab to assist with tracking % through the season.  NOTE: For consistency in reporting, the 

Attendance Matters Excel Spreadsheet will be the only format accepted.  

 

Absences 
 
In any given month where a player exceeds 40% absences, the designated Assistant Coach is to 

follow up with the Head Coach. Depending on the reasons why a player has missed more than 40%, there 

may or may not need to be any further action. However, if it’s determined by the Head Coach that a meeting 

is needed with the family, then the following should happen: 

 
▪ As an ‘off-ice’ task, the Head Coach can request that the Team Manager assist with setting up the date, 

time and location of the meeting with the family. 
 

▪ Meeting should be held with the following people in attendance: Head Coach, Assistant Coach (1), 
Team Manager, the player and parent/guardian. 
 

▪ The meeting will discuss the absences and what mutual steps could be taken to rectify the high absent 
rate. The team rules should also be reviewed and the Team Manager should record notes/minutes 
during the meeting. 

▪ Following the meeting, the designated Assistant Coach and/or Team Manager should make the SW 
Administrator aware of the meeting; and the notes taken during the meeting should be submitted with 
the Attendance Matters spreadsheet for that month. 

▪ If further concerns arise, then the Director of Coaches MUST be contacted. 
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