To All Club Secretaries 
The below is designed to save you and your Club a lot of time an effort as well as MONEY! Please pass this on to the people running your teams. 
A lot of this is GUIDANCE – all league committee details are on the Website WWW.ADL-FOOTBALL.CO.UK 
A DAY IN THE LIFE OF A  CLUB SECRETARY – HOW TO AVOID FINES!
Monday prior to a game. Home Team must Book a Pitch, confirm the Referee and the Opposition and Kit colours INCLUDING the Goal-keeper. Dark shirts are prohibited. Provide useful directions with a Postcode & Road name
(If you have not heard from your opposition whether you are Home or Away try and make contact by email and copy in the League Secretary) If there is no response by a Thursday the League will get involved. The same applies if your Referee has not responded to you; do not leave it to the last minute.
Only the PITCH OWNER, PARISH COUNCIL, REFEREE OR LEAGUE COMMITTEE MEMBER can call a game off. Contact Kevin Saw, Peter Rice or Roger Small if unsure
On match days ensure your Pitch has Nets and Corner Flags as well as visible lines. Home side must provide 2 Match Balls to the Referee 15 mins before KO
The AWAY side must AT LEAST offer the Referee the match fee of £40
(NB Cup Games - 50-50, the HOME Side pays & collects half from the Opposition
At this same time BOTH Teams should provide a completed Team-sheet to the Referee and Opposition together at 15 minutes prior to Kick off  so any issues can be resolved. You should have a printed copy of your Registered Players Photo ID Page (PRINTED FROM WHOLE GAME SYSTEM). 
You have until the final whistle to query anything. If you have a concern telephone Peter Rice. You may sign on 3 players on the day for League Games ONLY if you provide a form of Proof of the Player (something legal with a Photo) the Opposition if they agree to them playing will then sign the reverse of the Registration Form. 
This Player CANNOT play again until his details have been entered into the Whole Game System which must be completed by the FOLLOWING MONDAY (AND) the PAPER Registration has been sent to Marcie 
After your game BOTH HOME AND AWAY teams must REPLY to the FA FULLTIME Text Message asking for a Result by 1730 on a Saturday (9pm Midweek games)
ALSO TEXT in your GOALSCORERS, MATCH REPORT / PHOTOS to the normal ADL Number 077 38 215353 ideally same day but by 6pm on Sunday
For matches NOT under ADL  jurisdiction (such as County Cups or any external Competition), you must also send in the Result, whether you are HOME or AWAY to the same Number (COUNTY FA will also send an Automated reminder FOR THEM)
Your copy of the completed team sheet should then be retained should the League ask for a copy. Instead of posting or digitally scanning your Team-Sheet you will now enter the Player Details of who played, who scored and your Referee Marks onto FA Full Time. This must be complete by 6pm the following Monday for Saturday games. The fine increases the later that it is not input to the Full Time website.  Forms for players signed on the day of the game must be sent to the Registration copy by post or hand delivered. NOT scanned.  These players may NOT play until you receive WHOLE GAME confirmation. The process then continues in a cycle week on week 
PLEASE SEE NEXT PAGES FOR GREAT DETAIL ON EACH SPECIFIC AREA 
REFEREE SECRETARY
·  Referees will be booked for you on FA FULL TIME. You will receive a Text Reminder with their contact details. Home team to confirm them with the Ref
·  These may change during the week and you should be notified if a change occurs
· If your Referee does not confirm by 12 midnight on a Wednesday; do not assume he is going to turn up. Email Kevin Saw at the earliest if there is an issue
· The Referee should be offered their £40 match fee before the game. If it is a Cup game it is the Home sides responsibility to pay the referee and then claim half from the opposition
REMEMBER AWAY TEAMS NOW PAY THE REFEREE IN LEAGUE GAMES
SIN BINS ARE IN EXISTENCE – MORE WILL BE EXPLAINED SHORTLY
Marking your Referee after a game:
The mark awarded by a club must be based on the referee’s overall performance, It is most important that the mark is awarded fairly and not based upon isolated incidents or previous games. The referee’s performance should be determined by the table below which should act as a guide for the overall mark which should fall within the mark range for each standard of performance. 

Mark Range Comment
91-100 The referee was extremely accurate in decision making and very successfully controlled the game using management and communication skills to create an environment of fair play, adding real value to the game.
81-90 The referee was very accurate in decision making, successfully controlled the game using management & communication skills to create an air of fair play.
71 - 80 The referee was accurate in decision making and controlled the game well, communicating with the players, making a positive contribution towards fair play.
61-70  The referee was reasonably accurate in decision making, controlled the game quite well, communicated with players, establishing a reasonable degree of fair play.
60 and below.  The referee had significant shortcomings in the level of accuracy of decision making and control with poor communication with the players which resulted in low levels of fair play
A mark between 71 and 80 represents the standard of refereeing expected.
When a mark of 50 or less is awarded, an explanation must be provided to Kevin saw, Referee Sec via email by the Wednesday following the game. It must include comments which could help improve the referee’s future performances. Even where a referee has significant shortcomings there will have been some positive aspects which should be given credit; extremely low marks (below 20) should be very rare. This is the only way the League know who is refereeing as they should be
Remember there is a possible shortage of Refs this season!!  ‘In the event of the league not appointing a referee, then the clubs MUST provide one by mutual agreement and that person will assume full responsibility and will be entitled to the full fee

Press Secretary
When your game finishes simply RESPOND TO THE FA FULL TIME REQUEST TEXT
Below is a guide and example of what you will receive and need to send back
Club Secretaries have been set up as the contact to receive an automatic email notifications and should have received an email containing a link to confirm this (if you haven't already confirmed this, please do so ASAP). We have received feedback that this confirmation email may look like SPAM, so please check your junk folders.
If you want further contacts (e.g. if you want the team manager to receive emails as well as the Club Secretary), please let the Fixture Secretary know.
 The SMS Text message FOR RESULTS will be sent to BOTH teams 15 minutes after the scheduled kick off time of the match. Full-Time sends the SMS prompts and receives results from both the home and away teams. NB Full-Time displays the score from the last SMS text that it received, so if you make a mistake with the results you can text it in again to correct it.
The format of the text message you will receive is below: (NB CODES ARE AN EXAMPLE) - FA Full-Time Results: AYLD v APBS, Sat 2 Sep 14:30. 
Reply with H-A score & Code AYLD, followed by AET & Pens if required. E.g. AYLD 2-2 3-3 AET 3-1 PENS
As this shows, the Team Administrator may therefore be required to send back up to 4 pieces of information:
  - Score - the score after normal time in the usual way, for a league match or a Cup match that is decided
  - Short Code (PER team) - if required to submit a short code TO IDENTIFY THE TEAM 
  - Extra-time Score - the scoreline after extra time, followed by AET (this is essential, as this identifies the score before extra time)
  - Penalty score - the score after penalties, followed by PEN (this is essential, as this identifies the score before penalties) EG:
A) 2-1 Reports that the home team won 2-1 in a League match or at the end of normal time in a Cup match..
B) 2-2 3-2 AET Reports a cup match that the home team won 3-2 after extra time, the game having finished 2-2 at the end of normal time.
C) 2-2 4-3 PENS Reports a cup match that the home team won 4-3 after penalties, the game having finished 2-2 at the end of normal time, with no extra time played.
D) 2-2 3-3 AET 4-3 PENS Reports a cup match  that the home team won 4-3 after penalties, the game having finished 2-2 at the end of normal time, and 3-3 at the end of extra time.
The SMS contact will automatically will be selected as the Club Secretary (assuming you have provided us with a mobile contact number). If this is not correct please let the Fixture Secretary know.  - only one SMS user may be used for each team. 
 THEN PLEASE SEND YOUR OWN MANUAL TEXT AS PER PREVIOUS SEASONS
Text your Result with goal scorers to 07738 21 5353 AS PER OTHER SEASONS
Deadline is 1730. 
If NO RESULT is received by midnight it will be classed as a no result and the fine is higher. = If there are 3 occurrences during the season the fine is £50.
Try and avoid telephoning as the message is often distorted and the Press Secretary cannot be held responsible for incorrect spelling of player names on Social Media, th Website or in the Bucks Herald newspaper or on their website. 
If you have a Photo you can send this via text or email to be put on the website / paper. If you have a match report along the lines of the following please text or email 
EXAMPLE OF WHAT TO SEND – IT DOES NOT NEED TO BE 15 SENTANCES LONG
· Joe Bloggs scored a hat-trick, his 25TH goal of the season. 
· Deadly due Joe Bloggs and John Smith scored braces each 
· Team A came from 2-0 down to win 3-2
· John Smith saved a penalty to keep his side in the game
· Team B won 6-5 after being 3-0 down, coming back to 3-3, then 5-3
· Team C won their 5th game in a row, Team D lost 10-1 as they only had 9 men
· Joe Smith aged 48 played to help his side out 
· Literally anything you can think of that is not rude, crude or derogatory can be posted
REMEMBER!! If you are in a County Cup or non ADL Cup Game (Oving, Marsworth, Wycombe) then you still must send your Result in regardless of being Home or Away
THE ALL IMPORTANT WESBITE  WWW.ADL-FOOTBALL.CO.UK 
This is where you will find everything you need to know; Results / Fixtures / Scorers / Breaking News / Cup Draws / Club Contacts / Ref Contacts. Any Player Adverts, important news regarding SOMEONE or a SOMETHING from the League OR general requests will be added if you email the Press Secretary the details. Photos from historic games, squad photos are all welcomed. Please FACEBOOK request Marc Thoday AND / OR SEARCH ADL FOOTBALL ON FACEBBOOK and if you have a Facebook Group add him. If you have a website send him the link. The League will gather information on an unbiased basis for Match Reports, Photos, which will give your Club some recognition in the Bucks Herald & other means as we try to market the League further
Registration Secretary - Registrations
EVERY Player this Season is required to sign a BRAND NEW Registration form. There is NO Retention Form for 2019-20. 
Please check Players ADDRESS and DOB as you may not be able to locate these players via the Search Function. If they have moved house for example!
You should PRINT your listed Players from the WHOLE GAME SYSTEM in case your opposition questions a player. If you do not have this to hand your game could be awarded to the opposition. This is your proof of a player being registered
ALL PLAYERS HAVE TO BE ADDED TO THE WHOLE GAME SYSTEM AND
THEN A PAPER REGISTRATION FORM SENT TO MARCIE. 
In the WGS firstly you have to look in the Club Players on the left hand side, search the players to see if they have a FAN (they could already be registered), if not add the player and a photo. These will appear as a list of players. (NB it may take 24 hours to create new players a FAN)
When you have added players and they have a FAN then under Player Registrations you have to click the players you want to Register
A number of green boxes come up at the top. You have to add the players offline consent, then add the player to a club (if solely a 1st or Reserve player you can dictate this). Then Click the green icon to Submit / send to the league. 
If you've got that and Marcie isn't getting it you need email the Berks and bucks player. Registration@berks-bucksfa.com 
When Registering a Player midweek if the forms are provided to Marcie by Tuesday AND the request put through WHOLE GAME they should be available to play the next Saturday .If you HAVE NOT received the SYSTEM response the Player CANNOT play. If you have an issue speak to Marcie

If you need to sign a Player on closer to the Weekend it may be better to sign the Player on, on the day of the game. ONLY THREE PLAYERS can be signed per Saturday. As long as the Player in question can be identified by Photo ID form AND the opposition are happy he is who he says he is and sign the back of the REG FORM

Please do not take the Players word for it that they have not signed for a Club during the season. They may already be registered or even under Suspension. If in doubt telephone, email or text Marcie or check WHOLE GAME SYSTEM for the player

The Registrations on the day MUST BE sent in to arrive by the Monday after the game. That player cannot play until the Club has received confirmation back
	
MATCH DAY TEAMSHEETS
CLUBS ARE FORVER BEING FINED FOR VERY BASIS MISTAKES OR MISSING INFO HERE. 

Everything must be completed at least 15 mins PRIOR TO KICKOFF and exchanged with the Ref & Opposition. 
After the game complete the Scorers, Result and Refs Mark. If a substitute was not used put U/S (unused sub) next to their name otherwise the League will assume that Player did participate. (Make sure you are aware if you have a Reserve Team how many First teamers can Play in a for the Reserve side at any one point)
The Teamsheets must be then be uploaded to FA FULLTIME after a game. If they are late you are fined, the later they are the bigger the fine. There should be no excuse. Please lease try & ensure the details are clear & neat if they need to be checked

Treasurer

Tony Skeggs will issue fines which must be paid within 14 days of the invoice. If you wish to pay via bank transfer you can request the details. Fines not paid will be doubled and failing this your fixtures forfeited until paid.


Fixtures Secretary
Fixtures at the start of the season will be schedule at around 4 weekly intervals, when the weather is poor this MAY be week by week. 

All fixtures will be notified to clubs/teams by email from the FA Full Time system. Clubs/teams will receive a reminder of fixtures for the following Saturday on a Monday evening at approximately 6.15pm.

You must give 4 week’s notice for a free week to Richard Lipscombe, this is two occasions per team per season off a County Cup scheduled game or a SEMI FINAL or FINAL. These dates are provided. You cannot book in advance . If the weather is poor Cup Games, especially County Cup games will be played the following week if they are postponed. If a PITCH is not able to be used two weeks in a row the game WILL be switched to the oppositions ground unless a suitable location can be sourced. If there is no game scheduled for a side in your division and another side who is free wishes to play please approach the League and it will be scheduled if possible.





Miscellaneous
 - Any complaints or requests must come from the Club Secretary, not the Manager or anyone else. - Feedback that is positive is welcomed as much as negativity.
- Members of the Committee will be out and about watching games to assist you if need be.
- Club Colours CANNOT be DARK SHIRTS – Please ensure you have TWO KITS to avoid a KIT CLASH> The HOME TEAM must change if there is a clash
- If a Player is booked or sent off during a game you MUST assume the Referee has put this through and contact the County FA. If no paperwork is received this does not mean it was not put through by the Ref. 
- SUSPENSIONS will now take affect the following weekend *ie 7 days later*
If a Player is suspended you must notify the County FA of the Games they will miss. If a game is postponed you must contact them again to amend these missed games. If the Player appears on the Suspension List, even if the date is in the past it will be assumed they are still suspended. It is the Club responsibility to ensure Player suspensions are cleared.
- If your Club is placed under County Suspension, the League should be notified. HOWEVER there have been issues which has not been the case. If this arises please ensure you notify the League Secretary that the issue has been resolved. If you Play while suspended the League cannot assist and the game will be forfeited.
- If a Player owes money and refuses to PAY as long as they are over 18 please notify the League and they will assist you 

YOURS SINCERELY – THE IDIOTS GUIDE EDITOR
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IMPORTANT BRIEF RULE / LAW CHANGES
· All Clubs may now use 5 substitutes in ALL Competitions and they may be repeatedly substituted 
· Extra time WILL exist in ADL Cup games but NOT in County Cups (straight to Penalties)
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