PACIFIC SCHOOL GAMES

ROLE DESCRIPTIONS
CONTINGENT MANAGERS 

The contingent manager will;
1. Chair all scheduled meetings of the management group and insure the taking and distribution of minutes.

2. Work with the group managers to ensure that all time lines as decided by the management committee are complied with.

3. Insure compliance with all DET/SSWA policies and guidelines.

4. Assist with the processing of position applications and insure agreed to selection processes are followed.

5. Be responsible, in concert with the SSWA office, for the organisation of and presentation of any functions that will occur in the lead up and during the games.

6. Represent the Management Group at parent/team meetings and with appropriate parent liaison where required.

7. Conduct meetings with the Management group and Contingent Managers on a daily basis at the event.

8. Act as a liaison person with group managers to assist in any day to day issues that may arise prior to or during the course of the games.

9. Be responsible for the development of any rosters that may become necessary and be fair and equitable in their distribution

10. Assist the SSWA office to assure group returns, nominations and submissions adhere to timelines

11. Accept responsibility for the general welfare and safety of the team.

12. With the Director represent School Sport in fulfilling all protocol functions.

13. At the event ensure that all officials are aware of appropriate dress, (especially for official functions), timelines, event representative requirements and meetings.

LIAISON OFFICER
General

Team liaison persons are specifically appointed to be specific activity neutral.  Their role in general terms is to be fully conversant with all aspects of contingent management and to be able to respond to all queries that may come their way from all sources.

1. To be the person responsible for communication links between the management group, group managers, team managers, team members and their parents.

2. To attend sport specific meetings on an irregular basis to familiarise them selves with all team officials, their roles and their personality traits.

3. To attend team meetings and to address team members and parents on matters relating to travel, accommodation, codes of behaviour, budget, fund raising and timelines.

4. To assist the SSWA office in the organisation of officials and team functions.

5. To attend daily meetings at the event

6. To liaise with group managers on a daily basis

7. To act as a communication conduit between the management group and the group managers.

8. To assist the media team with movement on an as needs basis

9. To coordinate all travel movement for the contingent at the event.

10. To be a member of the advance party and with the management group assure all team arrivals, transport and accommodation is in a state of readiness.

11. To handle all accommodation enquiries that may occur.

12. To assist in emergency procedures with regards to the injuries of any student or staff.

13. Coordination of night time activities / liaison with meal times etc.

TREASURER

The treasurer will;

1. Prepare and present a preliminary budget for PSG committee endorsement.

2. Prepare and present a final budget, which must also be endorsed prior to final costs being announced. All budgets are prepared using information received from the Host State and the School Sport WA office.

3. Monitor the raffle organisation and insure all processes are clearly enunciated and understood by all group managers.

4. Take responsibility for the development of policies and procedures associated with all money collections.

5. Liaise with the group managers to assure financial policy compliance.

6. In conjunction with the SSWA office insure that all financial matters associated with all aspects of the PSG preparation and presentation are efficiently managed.

7. Attend a debriefing meeting no later than one month post-championship.

8. With the SSWA office assume responsibility for all tour payments.

9. Be responsible for the monitoring of the PSG invoice submitted by the host state.

GROUP MANAGER
The group manager will;

1. Be involved in the calling for nominations, planning trials and team selection.

2. Prior to the first trial commencing, indicate to participants and parents, the approximate costs associated with team selection. (Between $1500 & $2000)

3. Prior to the first trial commencing ensure a selection criteria is in place.

4. Attend selection trials and team meetings where possible ensuring that agreed to processes and procedures are adhered to.

5. Cooperate with the coach/managers to arrange training times (if applicable) and venues, and, help in any other way possible with the preparation of the team.

6. Provide liaison between Team Managers, School Sport Office, Treasurer, Coach/Manager and team.

7. Arrange meetings for participants, parents and officials.

8. Keep parents well-informed about uniforms, travel and accommodation arrangements, rules and conditions that will apply to the touring party.

9. Insure that all coaches/managers are completely familiar with the processes associated with the fund raising raffle and the quality control required to manage it.
10. Liaise with the School Sport WA Office in the planning and conduct of the official farewell.

11. Support School Sport WA strategies to parents in the acquisition of “best” travel costs.

12. Check flight schedules and itineraries of the whole team from School Sport WA records and confirm that they are correct.  Individual arrangements for self arranged flights need particular attention.

13. Assist the coach with team selection and training as/if requested.

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

15. Attend all official events as a School Sport WA delegate.

16. Be responsible for group discipline as per the PSG Discipline Policy (to be developed) using line management procedures.

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

18. Attend a debriefing meeting no later than one month post-championship.  All returns including reports, financial reconciliation, equipment, SSWA medal winner, Australian team members and captain's name and address. This meeting will be attended by Coach/Managers, Team Managers, Treasurer, President, Executive Officer and Contingent Leader.

COACH / MANAGERS

The coach / manager will;

1. Prior to the first trial commencing, indicate to participants and parents, the approximate costs associated with team selection. ($1500 - $2000)

2. Prior to first trial ensure there is a selection procedure in place and that it is adhered to.

3. Arrange uniforms for team members and officials in accordance with School Sport WA policies. Any variation to prescribed items of uniform must be cleared through the School Sport WA office. A conscious effort must be made to keep uniform costs down to affordable limits.  Items that are not part of the compulsory list cannot be included as compulsory purchases.

4. Distribute School Sport WA raffle tickets to team members prepared to accept them and collect and receipt $7.50 per book.  Nominate a date for their return to you and ensure that all processes associated with effective monitoring and control are adhered to, prior to the teams departure.

5. Collect and receipt all monies 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 School Sport WA Office.

6. Report to the SSWA office a summary of all banking transactions.

7. Consult with the School Sport WA office where a member of the squad is likely to experience genuine financial hardship as a result of his/her involvement.

8. Ensure that participants complete all required forms and submit using the prescribed method to the SSWA office by the due date.

9. 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 participants Code of Behavior.

10. Arrange, and/or assist in, fund raising where required.

11. Take charge of your assigned group at the airport. Ensure that all luggages are clearly marked and identifiable. Retain all boarding passes; ensure that all luggages go aboard and all members of the party are checked in.

12. Ensure that all members of the team, especially for events and official functions, are aware of where they should be.

13. Confirm all travel arrangements with the School Sport WA office and the team paying particular attention to assigned team members who are traveling independent of the SSWA organised group.

14. Support School Sport WA strategies to parents in the acquisition of “best” supervised group travel costs.
15. Students traveling under SSWA duty of care will be housed centrally.  A roster for supervision will be developed and all officials will be required to honour their allocated duties.

16. Ensure that all members of the party are familiar with all arrangements - next day's schedule, curfews, dress requirements for official functions, and the rules and guidelines for competition (sport specific) etc.

17. Be responsible for team discipline as per the SSWA and DET policies and guidelines using line management procedures in accordance with.
18. Attend a debriefing meeting no later than one month post-championship.

19. Travel to and from PSG with the team with no exceptions.

20. Daily checks with all allocated team members to ensure their health and well-being.

