COUNTRYWEEK CHECKLIST

12 Months beforehand~ 

	Re – book accommodation
	
	

	Re – book River Cruise
	
	

	Thank caterers for meals on the road
	
	


3 Months Beforehand…and closing

	Check that the Honours List has been updated
	
	

	Call for coaches to nominate~ what teams can we run?
	
	

	Select coaches ~ Who can travel up? / back? Etc.
	
	

	Get staff details (medical exp., diet, phone numbers etc.)
	
	

	Any coaches need WWC checks?
	
	

	Coaches meeting ~ an introduction

Give coaches an insight into  team selection “philosophy”

Do training times / venues need to be coordinated?
	
	

	
	
	

	
	
	

	Get students to nominate for team(s)
	
	

	Select teams
	
	

	Nominate teams to SSWA
	
	

	Any Media / Photography / School Magazine students?
	
	

	Confirm Accommodation ~ Evacuation Plan etc.
	
	

	Arrange transport …quote / numbers travelling (make sure there’s enough seats for staff and students….e.g. for evening outings)
	
	

	Book vehicle(s) for hire in Perth
	
	

	Nominations for “Active Achievers” Awards
	
	

	Check PCAP travel subsidy
	
	

	Check playing tops / uniforms
	
	

	Tracksuits ~ students and coaches
	
	

	Any warm-up tops?
	
	

	Any hats or beanies?
	
	

	Organise Social Program
	
	

	Confirm river cruise / cost
	
	

	Organise the meals for on the road
	
	

	Make bookings for social activities (specify times)
	
	

	Organise food for breakfasts
	
	

	Organise lunches                         
	
	

	Work out the costs
	
	

	Set up any fundraising program
	
	

	Set date for Fete (organisation on separate sheet)
	
	

	First Parent Newsletter
	
	

	Check for payment of school fees
	
	

	Organise with F.O. for collection of monies
	
	

	Second Coaches meeting
	
	

	Issue “general rules” (from SSWA Bulletin 1) to coaches
	
	

	Get coaches to re-check grades                 
	
	

	Send off Accommodation details to SSWA
	
	

	Send off Handicap Shield details to SSWA
	
	

	Distribute Information & Permission Forms to students
	
	

	Get students (and staff) to organise rooms 

(cross names off the master list as the slips come in?)
	
	

	Reply to “Active Achievers”
	
	

	Organise a coaches breakfast for the week before CWK
	
	

	Remind coaches about organising Relief Lessons
	
	

	Does anyone need reminding about Reports?
	
	

	Allocate students and staff to rooms
	
	

	Allocate staff to supervise rooms 
	
	

	Send rooming configuration to WBL
	
	

	Draw up Results Sheet for each day
	
	

	Print off my “Daily Planner” sheets
	
	

	Organise the publication of results / media contacts
	
	

	Organise laptops 
	
	

	Organise signatories for the chequebook
	
	

	Organise staff lunches
	
	


The week beforehand ~ 

	Confirm all social bookings
	
	

	Confirm arrangements with accommodation
	
	

	Get coaches to check through their fixtures
	
	

	Compile Master sheet for all fixtures
	
	

	Send a copy of the week’s program to the bus company
	
	

	Organise picking up the coaster etc.
	
	

	Do we need videos / DVD’s for the bus?
	
	

	Organise First Aid kits
	
	

	Print off Coach’s Duty Roster* 
	
	

	Print off a list of Year 12’s for the meeting below*
	
	

	Print off Rooming List / anyone need to bring bedding?*
	
	

	Go over Ron Taylor Award / run off voting slips*
	
	

	Go over Fairest and Best / M.V.P. awards*
	
	

	Go over behaviour / sanctions*
	
	

	Design and print off Movie Selection slips (?)
	
	

	Print off phone cards*
	
	

	Put together the “Coach’s package”*
	
	


And After ~

	Organise the Captains to speak at the next Assembly
	
	

	Organise the presentation of  trophies, Honours and Ron Taylor award at Assembly
	
	

	Update Honours List
	
	

	Acquit all financials
	
	

	Get Coaches feedback
	
	

	Coordinator’s review….and forward on to delegates
	
	

	Get P.C.A.P. subsidy transferred to CWK account.
	
	

	Articles for School magazine etc.
	
	

	Post CWK luncheon / pizzas / photos / video?
	
	

	Any thankyous to be sent?
	
	


