DUTIES OF DISTRICT CONVENOR
For a sport in which the district will be represented by a team at the regional championships:

· Check District calendar for details of District trials and Regional Championships/trials.

· Submit a completed Application For Approval of Duties in School Sport Handbook to the Regional School Sport Officer for your involvement – PSSB doesn’t provide TRS for these people.

· Arrange the championships/trials to select the district team and notify all schools of the date, time, and venue. Risk Assessment of venue MUST be done and Hazard – risk assessment form completed including your signature. This form MUST be archived in your school.

· Ensure (in consultation with the District Secretary) that transport is arranged for the team to attend the Regional Championships.

· Notify all schools of the team selected and IMMEDIATELY fax the completed team list to the Regional convenor. Have prepared written advice for distribution to each student advising them of

· date, venue, time of regional championships/trials

· training

· transport arrangements

· costs and arrangements for payment

· commitment required if available for regional team (date, cost, etc as shown on Regional Calendar)

· Ensure that all team members are familiar with the Team Members Code Of Behaviour.

· Collect from each student who attends the District trials, correctly completed Student Details and Permission to Attend a Regional Championships and Availability for Selection forms (copied back to back!) from the School Sport Handbook.  Ensure that Parents have been given the Parental Consent form. Peruse these forms before departure and note any necessary information. 
If you have not received the abovementioned forms the student/s MUST NOT attend the Regional Championships/Trials.

· Have all forms available at the regional championships for collection by regional officials if required and for your own use if necessary. The forms should be placed in manila folder with a copy of the team list indicating availability glued to the front.

· All forms must not be returned to the students, but archived in your school as per Education Queensland Policy.

· Accompany the district team to the Regional Championships and supervise the team members at all times until their dismissal or return to home centre.

· Keep a written record of any injury suffered by a student (including treatment) by completing an Accident Report form and sending the report to the student's school.

· Be familiar with Regional Procedures and Policies in the School Sport Handbook section “School Sport – Regional Info”.

· If you contact students from your district selected in the Peninsula team, be sure any advice you give them could not lead a shadow player to think they have been called into the team.

For a sport in which the district will not be represented by a team at the regional championships, take over the duties listed in dot point 2 in the Duties of District Secretaries.

