DUTIES OF REGIONAL MANAGER
To be read in conjunction with Responsibilities of Regional Team Officials.

If you are appointed as manager of a team for which a coach is not appointed, you are required to perform the duties of that position also.

The primary task of the manager of a regional team is to ensure the proper conduct and welfare of team members to a level that would satisfy a prudent parent or guardian.   To that end, these are some essential duties. Some of these duties require you to be present at the regional championships. TRS days are provided for your attendance at these championships.

· Check that the RSSO is able to attend the regional championships/clinic when the regional team is announced to distribute Invitation To Compete to the selected students and to provide them with the opportunity to find their sizes for regional apparel. If the RSSO is unable to be present, you will have to arrange with the RSSO to obtain and return invitations and sizing samples. Under no circumstances is information contained in the invitation to be changed or countermanded without approval from the RSSO.
· Attend the pre-championship conference at the regional championships and ensure that district officials know to hand over to you Permission to Attend a Regional Championships & Availability or Non Availability for Selection and Student Details forms.

· Following the announcement of the Peninsula team, allow the coach to address the team first.

· Address the selected Peninsula team members. If the RSSO is not present, ensure that all (including shadows) try on uniforms and note their size in the spaces provided on the Apparel Order Form, which will be attached to the Invitation To Compete. Also note numbered playing shirt / singlet and playing shorts sizes on the official team list provided by the school sport office and also both yours and the coaches official’s shirt sizes.

· Obtain from the district officials Permission to Attend a Peninsula School Sport Championships & Availability or Non Availability for Selection and Student Details forms for the selected students. Study all Student Details forms and note any special problems. E.g. medical. Be aware of Education Queensland Policy for administering of medications to students. If any students' forms are not available, ensure that copies are returned to you as soon as possible. Be aware of any special circumstances that might create later problems. E.g. students from isolated communities, no home telephone contact, Medicare number.

· Emphasise the Team Members' Code of Behaviour, which will be attached to the Invitation To Compete.

· Complete a Team List and give it to the RSSO immediately.  The RSSO will notify the Principal of each school and secretary of each district with students involved. Schools will be provided by the RSSO with a copy of the invitation and any other information issued to students.

· Complete and forward a Billet List to the Billeting Officer in the host region as soon as possible.   The Billet List is to be forwarded to the host region Billeting Officer no later than one week after the Regional Championships. Students are instructed to advise you by then if they do not require a billet. For home series, personally arrange billets for out of town students with local team members (and others if necessary). Be sure that billeters do not double commit themselves to you and to visiting teams through their school.

· Advise local media of training, preparation matches, departure and return details, etc; emphasising any newsworthy/human interest aspects. Arrange for the relay of results to local media in home centres using Media Release Fax form from the School Sport Handbook - the RSSO will act as a contact person if required. 

· If approval has been given to assemble the team for training immediately prior to departure to the State Championships ensure that the Principals of the billeting schools and the team members’ schools are notified. Arrange for any billets required.

· Liaise with the coach on all matters of team preparation including training sessions.
· If travelling to the state championships :-
· double check that all students know assembly time and place. You should arrive at the assembly point at least fifteen (15) minutes prior to the time by which students are asked to be there; 

· ensure students are reminded of the travel dress requirements (team officials are required to wear their black official’s shirt with regional shorts/track pants or with beige shorts or slacks as their travel uniform) and a responsible attitude to behaviour from team members at all times but especially while travelling;

· if there are any students travelling independently of the team, a copy of a correctly completed Independent Travel / Private Accommodation form out of the School Sport Handbook must be obtained from the parent.

· Be aware of the following travel procedures:


AIR

· The RSSO will supply you with a copy of the official order. We now use E-tickets so the boarding passes and destination labels will be prepared by the airline staff prior to your arrival. On arrival, find out which staff member is handling your group and supervise the checking of baggage - remind students about airline regulations regarding sharp objects in carry-on luggage! Airlines usually have a special sign for Group Check-In.

· Obtain boarding passes and check that you have received the number corresponding to your copy of the order - be aware of any students who have made their own or special travel arrangements with the RSSO and any extras (e.g. parents) who are part of the group. 

· As soon as possible, move team members to departure lounge and distribute boarding passes. Be aware of arrangements for ground transport - the RSSO will give you a copy of the official order.

· If you are travelling on a domestic sector of an INTERNATIONAL flight, certain extra conditions apply.

· You must supply the RSSO with a team list with full names, dates of birth and sex (or grouped by sex).   Make sure this list is clearly laid out with names in alphabetical order. Immigration control check off all students on your copy both on boarding in Cairns and on arrival in Brisbane (however if available, photographic ID is preferred)

· Make sure that any student who is travelling independently but is on your flight knows that for them, photographic identification is necessary.

· All accompanying adults must produce photographic identification.

· If you are returning on a domestic flight, make sure that parents are aware of this. They don't all read the invitation properly.

· Take the group to the boarding lounge as soon as you everyone has been checked in.

· On arrival in Brisbane, you leave through the "nothing to declare" exit. It is best if students do not disappear (toilet etc.) at this stage, as this is where they are all ticked off the list.


COACH SERVICE – regular McCafferty’s bus service

· The RSSO will give you a copy of the official order. The tickets will be available at the departure point. Be aware of any team members boarding or disembarking en route and ensure bus company is aware of these. Remain on board (or arrange for another official to) until all students have disembarked. On short journeys, check if the coach makes a meal stop and advise the students accordingly.


CHARTER COACH – used when team size allows or when sharing with Northern

· The RSSO will give you a copy of the official order. Be aware of any team members boarding or disembarking en route.  Remain on board (or arrange for another official to) until all students have disembarked.   Be aware of the Charter Coach Policy below

CHARTER COACH POLICY

When Charter Coach travel is arranged for the team, all students will be required to travel together.   If parents wish to arrange alternative return travel for their child, they are welcome to do so.   However, full payment of the cost of the charter will be required.

The use of a Charter rather than normal McCafferty’s services comes from recommendations made by team officials’ reports.   

The main reasons cited are:
building of team spirit



comfort for students and officials


practicality for team movement at State championships

· At the State Championships:-
· when using buses for ground transfers, roll calls must be observed at all times; 

· supervise the distribution of billets and ensure that a copy of the billeters' addresses and phone numbers is retained, and that all members have contact numbers for manager and coach – enough copies of these number/s will be supplied by the School Sport Office for each team member; 

· liaise constantly with billeters as to the well being and behaviour of all team members - refer any serious problem to the billeting Officer; 

· be responsible for dress, general behaviour and supervision of all team members;

· ensure awareness and observance of all aspects of the Codes of Behaviour;

· remain with the team while at the carnival venue - host families are not expected to look after students during the day whether required for matches or not

· remain with the team members until they are placed in charge of billeters. If you have to leave (e.g. with an injured student) you must advise another regional official or other person who can assume responsibility for the remaining students; 

· be available to attend managers' meeting or other carnival meetings. Please remember that decisions from these meetings can only be recommendations to your parent body.)

· pass on all relevant paperwork to carnival organisers;

· make suitable arrangements for the control of pocket money and the protection of valuables;

· In all cases of misconduct, issue a separate written report of misbehaviour to Principal/s of school/s involved and to the RSSO. In case of serious misconduct by a student, make immediate contact with the RSSO (After Hours 40 343 082 or 0412 172 305) and note details in case of later investigation;

· attend to first aid requirements and note details of any injuries received by a team member.  Details of injuries on an Accident Report form will be required to be attached to your report so a copy can be sent to the student’s school. Advise the student's parents of the details as soon as possible.

· Student Details and Permission to Attend a Regional Championships & Availability or Non Availability for Selection forms are to be archived as per Education Queensland Policy in your school.   Should you be a non-teacher, these forms must be archived at the coach’s school.

· Write letters of appreciation to the host centre personnel.

