SPORT COORDINATOR
ROLES AND RESPONSIBILITIES

1. Form a committee – provide contact details to the SSWA office

2. Set meeting dates (at least three and preferably four).  Meetings to be held at the SSWA office unless otherwise authorised.

3. Set a budget on the approved form – have it approved by the SSWA office.

4. Attend the Sport Coordinators day where all administration and SSWA guidelines detail will be provided to ensure policy compliance.

5. Develop a risk management plan suitable for the sport for publication on the SSWA website and available for Principal perusal.

6. Check the SSWA web site for accuracy of information pertinent to your sport.
7. Receive online nominations

8. Determine fixtures – forward copy to the SSWA office

9. Attend Champion Schools sport events as Sport Coordinator and representative of School Sport WA

10. Prepare and present new season web site information no later than one month following season/event end.

11. Complete end of season report to include:

· Competition results

· Participation by age, sector and gender

· Competition report (issues, recommendations)

· Budget reconciliation

12. Note important dates and ensure attendance
· Interstate parent evening

· Interstate presentation evening

· SSWA AGM

· SSWA Council Day

· SSWA presentation evening

