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INTERSTATE TEAM OFFICIALS RESPONSIBILITIES TO SCHOOL SPORT WA [SSWA]
· Provide SSWA with accurate contact details on the CONTACT DETAILS sheet, including: School, home and mobile phone numbers; emails and update any changes that may occur.

· Sign official’s agreement form
· Familiarise and abide by all SSWA and DET rules and guidelines

· Familiarise yourself with School Sport Australia competition rules and guidelines

· Represent SSWA at all official functions, appropriately attired both in lead up and championship events.
· Attend Pre and Post Event meeting, Parent Night and Team Presentation Ceremony.
· Attend the SSWA AGM and Presentation evening.
· To ensure that all team(s) discipline and behavior standards are monitored and managed at all times.
COACHES ROLE and FUNCTION

· Be directly involved in all aspects of the team/squad selection including trials, camps etc.
· Ensure that published selection criteria are adhered to.

· Arrange, in conjunction with the Manager, team preparation.
· When possible, be a member of the sports committee responsible for all aspects of the sport for that year.

· Ensure that all team members are afforded fair and equitable playing/participation time.

· Adhere at all times to team members “duty of care” requirements as detailed by DET and SSWA policies.

· Be an active participant in all rosters at the interstate event.

· Be responsible for a player report for each individual player at the conclusion of the event, which may be passed on to the State Sport Association.

· Assist the manager/Tour Leader with the completion of the post championship report.
TEAM MANAGERS ROLE and FUNCTION

Prior to the Event

GENERAL
· Be directly involved in all aspects of the team/squad selection including trials, camps etc.

· Ensure that all students trialing have been granted permission in writing by their school Principal. Appropriate forms must be handed in and retained.

· Arrange, in conjunction with the Coach, team preparation.

· Advise SSWA immediately of any circumstance that may jeopardise a team member's position in the team e.g. poor behavior, failure to comply with training schedules or any other breach of the players Code of Behaviour.

· Arrange, and/or assist in, fundraising where required.

· Liaise with the Tour Leader in the planning and conduct of the Parent Night and Presentation Evening.

UNIFORMS

· Coordinate the fitting, ordering, collection and distribution of walkout and playing uniforms for team members and officials through KEA. All compulsory items listed must be purchased. Any variation to prescribed items of uniform must be authorised by the SSWA office.
RAFFLE

· Offer raffle tickets to all team members.

· On acceptance collect $10.00 per book, receipt money and deposit into SSWA bank account.

· Ensure all tickets are returned to you, unstapled, prior to team departure.

· Ensure that the all raffle tickets are documented on the raffle reconciliation sheet. Lost or unreturned tickets will need to be documented (contact SSWA office). Reconciliation form and all unstapled ticket butts must be returned to the SSWA office by the nominated date (see action timeline).

TEAM INFORMATION

· Assist the SSWA office in ensuring all participants complete the Online INTERSTATE TEAM REGISTRATION FORM within 4 working days of the Parent Night.
TRAVEL

· Check flight schedules, player names and itineraries of the team from SSWA records and confirm accuracy.

· Assist the SSWA office to confirm all accommodation and land transport arrangements.

· Advise SSWA office of any team member who has access to travel assistance i.e. special circumstance grant or similar.

· Confirm all travel arrangements with the School Sport WA office and the team.
FINANCE

· Collect and receipt all cash and cheques from participants and bank them at any branch of the Commonwealth Bank using the sport specific deposit and receipt books, which are available from the SSWA Office.

· Advise Tour Leader of player team levy for inclusion into overall tour budget.
· Advise team members that SSWA has a credit card facility. Distribute the appropriate form to all parents and have them return them direct to the SSWA office for processing. Visa or MasterCards are acceptable.

· Notify SSWA of any deposit using the appropriate forms within 24 hours of banking.
· Give SSWA a copy of the standard invoice issued to each of the team members.
· Consult with the SSWA office where a member of the squad is likely to experience genuine financial hardship as a result of his/her involvement. The manager completes the agreement with the team member and submits to the SSWA office for countersigning.
· Ensure all payments are completed and banked prior to departure.

During The Event

· Assist the coach with competition day activities.

· Be responsible for all aspects of on field team preparation and presentation.

· Monitor injury and assure appropriate rehabilitation where required.

After The Tour 

· All returns including reports and financial reconciliation’s need to be presented at the Post Event meeting.
· Return all SSWA equipment.

· Complete Post Championship report on the SSWA website.

TOUR LEADER ROLE and FUNCTION

Prior to the Event
GENERAL

· The designated Tour Leader leads the touring party and has overall responsibility for the general welfare and safety of the team(s) and officials.
· May be involved in aspects of the team/squad selection including trials, camps etc.

· Provide liaison between Sport Coordinator, School Sport WA and the touring party.

· Ensure that discipline and behaviour standards are discussed and communicated to all officials and team members.
PARENT NIGHT

· Coordinate all aspects of the parent night including; 

· Venue bookings (in consultation with Coaches & Managers)

· Uniforms - Ensure KEA are booked for uniform sizing

· Inform SSWA of date and venue (confirm final arrangements day prior)

· Issuing invites to parents and team members
· Hospitality (if required)

· Prepare format and host the event

FINANCE
· Coordinate a tour budget in consultation with Team Managers (Manager will provide player team levy).

· Prepare a preliminary budget and meet with Finance Officer to finalize prior to final costs being announced. All budgets are prepared using information received from the Host State and the SSWA office.
· Ensure that all invoices are to be forwarded to SSWA office for payment. No purchase or payments may be made from personal funds.

· Arrange, and/or assist in, fundraising where required.

· Coordinate contingency spending - Retain all receipts for contingency spending and list on the ‘Contingency Spending Record’. Receipts for audit purposes must accompany all expenditure. Receipts must also be kept for accommodation, excursions, payment to other state school sport organizations and any other expenses.
· Provide SSWA with a list of outstanding monies as part of budget reconciliation.

TRAVEL

· Check flight schedules and itineraries of the whole team from SSWA records and confirm that they are correct.

· Confirm all accommodation and land transport arrangements.

· Confirm all travel arrangements with the School Sport WA office and the team.
· Take charge of the touring party at the airport. Ensure that all luggage is clearly marked and identifiable. Retain all boarding passes; ensure that all luggage goes aboard and all members of the party are checked in.

PRESENTATION EVENING
Coordinate all aspects of Presentation Evening (in consultation with Coach & Manager) including;
· Book Venue
· Invite Special Guests, players and parents

· Invite SSWA office staff
· Hospitality (if required)

· Prepare format and host the event
· Dress requirements
PRE-DEPARTURE MEETING
· Attend pre-departure meeting (see action timeline)

· Pick up badges, luggage tags and cheques
· Collect signed Bone Fide sheet which will be presented to the host state at the opening conference.

PHOTOGRAPHS

· Ensure that teams have their team photo taken prior to departure by the SSWA approved photographer (Pro Photo Booth – 9239 3043).
RAFFLE

· Comply with all SSWA raffle guidelines in association with the Team Manager.
During the Event

ITINERARY / CATERING

· In consultation with other officials prepare a detailed itinerary of activities to be undertaken whilst on tour.

· Ensure that all members of the party are familiar with all arrangements - next day's schedule, curfews, dress requirements for official functions etc.

· Coordinate tour catering 
GENERAL

· Ensure that all members of the party including officials are appropriately dressed, especially for games and official functions

· Assume duty of care for students where the coach and manager are required to attend official events. i.e. Pre Championship Meeting, Official Dinner, Post Championship Meeting

· Act as spokesperson for the team and for SSWA at official functions, receptions, press conferences etc.
· If a public comment is sought regarding any controversial aspect of the team’s preparation and event presentation refer the request to the SSWA office.

· Collect any press clippings regarding the tour and include these in the written tour report.

After The Tour
· All returns including reports, financial reconciliation and equipment need to be handed in at the Post Event Meeting.
· SSWA medal winner, Australian team members and captain's name and address to be included in the Post Championship report.
