DUTIES OF REGIONAL CONVENOR
The Primary function of a regional sports convenor is to arrange the Regional Championships/trials.   To this end, the following should prove a useful checklist of essential tasks.   If in doubt, consult the RSSO.   Do as much as you can as early as you can.

· Submit a completed Application For Approval Of Duties form to the RSSO for your involvement.   This is so the RSSO can ensure TRS is available for your school.
· Involve at least one (1) other person in your planning as a "back-up" in case of illness, etc. This person would not be eligible for regional TRS to attend the Regional Championships. The convenor of the sport in your district would be a suitable choice. You should not accept the role of convenor for your own district. 

· Advise local community sports organisations of the date and the venue proposed for the Regional Championships/trials. Advise the RSSO urgently if the date or venue shown on the Regional Calendar is unsuitable. Dates or venues are NOT to be changed by Convenors without approval of the RSSO. The calendars in the Handbook are the official dates of regional championships as set by the Peninsula School Sport Board. If you have a calendar prepared by your District Secretary, check that the date shown on it is correct. Notify the District Secretary urgently if it is not. 
· Study carefully the Regional Procedures and Policies in the School Sport Handbook. 

· Check with the RSSO to see if a copy of a report from the convenor of last year's Regional Championships/Trials is available. Check particularly for any recommendations. 
· Contact the District Secretaries to determine which districts intend to compete in the Regional Championships. Request a "Yes/No" reply so you are sure that the invitation was received.   Check with any district that does not reply. You may obtain from the District Secretary the name and address of the district convenors and communicate with them directly.

· The cost of conducting Regional Championships will be met by Peninsula School Sport. The RSSO administers these accounts and payment will be made upon receipt of Tax Invoice. Personal expenses incurred by students (e.g. travel and lunches) will not be met from regional funds. In some cases, after first seeking approval from the RSSO you may pay for goods/services yourself and claim reimbursements on a copy of the Claim for Payment form. 

· Arrange for the use of the competition venue - BOOK EARLY.   Consider wet weather alternatives. 

· Arrange catering facilities. 

· Certificates will be delivered to the venue on the morning of the Regional Championships unless prior arrangements are made for early collection from the Regional School Sport Office. 
· Arrange billets and accommodation for visiting teams if required. The Duties of Billeting Officer should be studied if you are required to make these arrangements. 

· Arrange independent officials if at all possible. 

· Arrange facilities for official functions if required. 

· Check with the RSSO if any acknowledgment of sponsors is required and if any sponsorship moneys are available for specific purposes. 
· Arrange for qualified personnel to assist with on-field injuries. Sports Medicine person should be arranged for the day)
· Arrange necessary equipment (e.g. balls) by advising RSSO of requirements. 

· Not less than four (4) weeks prior to the championships/trials, provide the RSSO with a completed Regional championship information form from the School Sport Handbook for distribution to districts. 
· Arrange for a public address system if needed. 

· Check that the grounds are correctly marked. In addition, a thorough check of the venue is to be made and a copy of the Hazard - Risk Assessment form from the School Sport Handbook MUST be completed, signed by you, and sent to the School Sport Office with your Regional Championships/Trials report to be archived. 
· Advise local media of the championships/trials. 

· Extend a written invitation to the Executive Director Schools (or nominated Officer) to attend the Regional Championships/trials to present certificates and announce the regional team.   Do this as early as possible but provide exact time and venue of presentation. 
· Arrange for and chair a meeting of team officials, match officials, and regional team officials prior to the commencement of the Regional Championships/trials. Ensure that the following are fully understood: 

a. rules - duration of play and intervals, replacement, substitutions, modifications (including differences from local club competitions, etc.); 
b. selection procedures for the regional team as set out in Regional Procedures and Policies (N.B: Honorary regional teams are NOT to be named.) 

c. arrangements for on-field treatment of injuries (Sports Medicine person should be arranged for the day); 

d. arrangements for Regional Team Officials to collect team lists (which should indicate availability/non-availability) and Permission to Attend a Peninsula School Sport Championships & Availability or Non Availability for Selection and Student Details forms copied back-to-back; 
e. any questions from those present. 

· Keep yourself free of specific duties such as selection, coaching, etc. so that you are available to handle any situations that arise. 
· Submit a report on the Report on Peninsula Regional Championships/Trials form from the School Sport Handbook to the RSSO who will send a copy to each district, the responsible Education Queensland Officer, the District School Sport secretaries, the Regional School Sport secretary and state sport specific.

