CHAMPION SCHOOLS ACTION TIME LINE
SPORT:  
__________________________________

SPORT CORDINATOR
__________________________________

	ACTION
	COMMENT

	
	

	Preliminary Meeting with SSWA office


	This meeting is designed to insure full knowledge of SSWA contemporary practice as it applies to the management and coordination of a sport.

It will provide each coordinator and convenor with the tools to effectively manage their sport and to set a frame work for action within the dictates of that sport.

The process is designed to bring a degree of organisational commonality to all sports that fall under the SSWA jurisdiction.

	
	

	AGENDA
	TASK

	· Role Description 


	To develop clear understandings of the role of sport coordinator/sport convenor and to be aware of the responsibilities that the task entails.



	· Budget development


	Each Coordinator is to bring with them the budget that is included in the preliminary package.  SSWA will develop the budget according to amounts that are fixed according to SSWA policies and guidelines.  Each coordinator is to provide as much detail on other anticipated costs, based on the previous year’s reconciled budget, as is possible and gain clear understandings of the total budget process.  Written quotes for all items are required.


	· Confirmation of Dates

· Meetings (4)

· Season

· Finals


	Each coordinator is to bring with them confirmed dates for items listed:

Four annual meetings including two to be held at the SSWA office;

Season commencement dates;

Confirmation of finals dates and venues.



	· Committee membership


	Names of confirmed committee members for 2005 including the state sporting association representative.



	· Policies and Guidelines familiarisation


	Each coordinator is to have read SSWA policies and guidelines and ask any questions on any aspect not clearly understood


	· Documentation familiarisation

	Each coordinator will be introduced to SSWA documentation required to conduct their sport in accordance with rules and guidelines. 


	· Web Site orientation 

	Each coordinator will have a conducted tour of the SSWA web site to allow them full knowledge on how to locate relevant operational materials.



	ACTION
	DATE
	COMMENT

	MEETINGS
	

	· Meeting One


	
	Establish venue, time, list for distribution

	· Meeting Two


	
	

	· Meeting Three


	
	

	· Meeting Four

	
	

	FIXTURES SUBMISSION
	Each coordinator to provide the SSWA office with a full list of fixtures

	FINALS
	

	· Dates confirmation


	
	Dates of finals to be confirmed

	· Venues confirmation


	
	Venues of finals to be confirmed

	· Names of competing schools

	
	Competing schools names to be submitted

	· SSWA signage request 

	
	Banners, cor flutes etc

	· Trophies request

	
	SSWA or sport coordinator to order and collect trophies.

	· SSWA representation request

	
	Attendance of VIP requested

	PUBLICITY
	

	· SSWA office


	Coordinator to provide an article for School Matters


	· Newspaper

	West Australian Newspapers and Community News to be provided with results and or an article.


	ACTION
	DATE
	COMMENT

	WRAP
	

	SSWA Meeting Date


	This meeting is designed to wind up the season and to present all detail as per preliminary meeting this documentation.  It must be conducted within one two weeks of season end.

	Full list of competing schools to SSWA office
	
	This is for invoicing purposes.

	Equipment Return


	
	Any signs banners etc returned.

	· Event Report


	
	As/ proforma

	· Budget Reconciliation


	
	Sylvia to present income and outputs to assist in budgeting exercise for the following year.

	· Recommendations for future


	
	Looking forward to changes, improvements, deletions.


PRE SEASON INFORMATION

	· Web site information
	As / proforma

	· Budget development


	Each Coordinator is to bring with them the budget that is included in the preliminary package.  SSWA will develop the budget according to amounts that are fixed according to SSWA policies and guidelines.  Each coordinator is to provide as much detail on other anticipated costs, based on the previous year’s reconciled budget, as is possible and gain clear understandings of the total budget process.  Written quotes for all items are required.



	· Confirmation of Dates

· Meetings (4)

· Season

· Finals


	Each coordinator is to bring with them confirmed dates for items listed:

Four annual meetings including two to be held at the SSWA office;

Season commencement dates;

Confirmation of finals dates and venues.



	· Committee membership


	Names of confirmed committee members for 2005 including the state sporting association representative.
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