
      Risk Manager (HCSP) Job Description  

 

Risk Manager Position Summary: 

The Risk Manager, also known as the Hockey Canada Safety Person (HCSP), 
helps keep players, coaches, and volunteers safe at all Burnaby Female Ice Hockey 
Association (BFIHA) events. They work closely with coaches, Team Manager, and 
parents to implement emergency procedures, manage player medical information, 
and make sure Hockey Canada, PCAHA, BC Hockey, and BFIHA safety guidelines 
are followed. 

Every BFIHA team must have a certified Risk Manager. This vital volunteer role 
ensures our players are safe on and off the ice. Training is provided online through 
Hockey Canada, and costs are covered by BFIHA. 

  

Key Responsibilities: 

1. Communication Requirements 
• Act as the primary contact for all safety and injury-related matters. 
• Collaborate with the Team Manager to share safety-related information to 

parents and players (e.g., concussion awareness, emergency action plans). 
• Keep parents updated on injury protocols, return-to-play rules, and any 

changes to BFIHA safety policies. 

 

2. Certification Requirements 

The HCSP course is completed online through Hockey Canada’s Hockey 
University platform, accessed via BC Hockey. BFIHA reimburses training costs 
for volunteers. 

• Complete and maintain required certifications: 
o Hockey Canada Safety Program (HCSP) certification (valid 3 years) 
o Respect in Sport (RIS) for Activity Leaders 
o Criminal Record Check (CRC) (every 3 years) 
o Concussion Awareness Training Tool (CATT) 

• Recommended: Standard First Aid and CPR 
 
 



3. Emergency Preparedness 
• Create an Emergency Action Plan (EAP) and make sure everyone knows it 

for every arena and dryland location - Assign Charge, Call, and Control 
persons for each event if possible. 

• Know where first aid kits, Automated External Defibrillator (AED, if available), 
and facility emergency contacts are located. 

• Ensure the team first aid kit is stocked and ready at all events. 

 

4. Player Medical Information & Risk Management 
• Gather and safely store players’ medical forms using TeamSnap, making 

sure the information stays confidential. 
• Track player injuries, maintain an injury log, and submit reports to BFIHA 

when needed. 
• Manage concussion protocols, including removing players from play, medical 

assessment, and return-to-play clearance. 
• Enforce BFIHA’s Code of Conduct to keep the environment safe and 

respectful for parents and players. 
• Dressing Room Policy – Rule of Two: BFIHA requires following Hockey 

Canada’s Dressing Room Policy Rule of Two. When all players under the age 
of 19 are in the team dressing room, before, during and after a game or 
practice, a minimum of two adults (either team officials or designated 
parents) shall be present in the dressing room or immediately outside the 
dressing room with the door ajar. Dressing rooms must be always supervised 
by team officials or designated parents. 

• Female Teams (U11 and above): Male team officials or parents are not 
permitted inside the female dressing rooms. They may assist with 
supervision only from outside the dressing room in accordance with the Rule 
of Two. 

 

5. Game & Practice Responsibilities 
• Attend every game, practice, dryland session, or tournament, either on the 

bench or rink-side — or ensure that another certified HCSP is present and 
immediately available to respond to any injuries or emergencies if needed. 
Teams cannot play or practice without coverage. 

• Lead on-ice or bench-side response for player injuries and activate the EAP if 
needed. 

• Check with coaches and officials before games to confirm all safety 
measures are in place. 

 



6. Documentation & Reporting 
• Keep clear records of any injuries or incidents, in compliance with BFIHA, 

PCAHA, and BC Hockey guidelines. 
• Submit insurance claims and injury reports on time. 
• For urgent incidents (e.g., injuries requiring medical care, suspected 

concussions), notify the Director of Risk Management within 24 hours. 

 

7. Volunteer & Team Support 
• Collaborate with the Team Manager to organize safety duties (first aid kit, 

medical forms, dressing room monitors). 
• Advise parents on safety best practices and player wellness. 

 

8. Conflict Resolution & Complaint Handling 
• Be the first point of contact for safety-related concerns. 
• Follow the BFIHA Complaint Process and escalate unresolved issues to the 

Division Manager or Director of Risk Management. 

 

Time Commitment 

• Pre-Season: High – certifications, medical form collection, EAP setup 
• Regular Season: Moderate – injury management, bench attendance, reporting 
• Playoffs & Year-End: High – travel planning, injury reporting, wrap-up 

 

Skills & Qualifications 

• Strong communication and organizational skills 
• Calm under pressure and able to respond quickly in emergencies 
• Ability to work well with coaches, parents, and players 
• Familiar with Hockey Canada safety policies and return-to-play protocols 
• Discretion when handling confidential medical information 

 

Reporting Structure 

• Reports to: Director of Risk Management, BFIHA 
• Works closely with: Team Manager, Head Coach, Assistant Coaches, Division 

Manager, Parents/Guardians 

 



Goal: 

To create and maintain a safe, supportive, and inclusive hockey environment for all 
players by preventing injuries, responding effectively when they occur, and fostering 
a culture of respect and safety throughout the season. 


