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Distributed by Metropolitan West School Sport Office 

Introduction

The following booklet has been produced to assist all those involved in Regional Sport to better understand their individual roles and what is expected of them.  These include the roles of Convenor, Coach and Team Manager.

Also included in the booklet, are the Conduct of Regional Trials, Behaviour Management Procedures and Codes of Behaviour for both Parents and Spectators.

This booklet should be used as a reference tool for any queries you may have relating to your position and what that position entails, as well as any queries about the behaviour of students, parents and spectators.

We hope that this booklet will be of great use and assistance to you in the future as you endeavour to fulfil your role in Regional Sport.
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CONDUCT OF REGIONAL TRIALS

RATIONALE:
Regional Sporting Trials are the first step in the process of identifying skilled athletes to participate as members of a Metropolitan West Regional Sporting Team.

POLICY:


1.
School Principals are responsible for ensuring that participants in regional trials have a satisfactory school discipline record by signing Principal’s Approval proforma.

2.
Where students are travelling independently to or from trials, school sport co-ordinators must ensure parental permission has been granted.

3.
The names of all participants in a regional trial must be submitted to the Convener prior to the event.

4.
No student shall be allowed to leave a regional trial prior to its completion without written parental permission.

5.
District Officials are responsible for the behaviour of their District Team.  Where no District Official is present, the Sport Specific Convener assumes this responsibility.

6.
All participants in a regional trial must provide the Carnival Convener with a Medical Details form and a Principal’s Approval Form.

7.
First Aid or Sports Medicine Facilities must be available at all trials and venues must have ‘phone access.

8.
A Nomination fee may be set to assist with finances towards the cost of Regional Trials.

[see Competition Procedures 2.11.1]

9.
Once a student has been selected in a Metropolitan West regional sporting team, if a situation occurs where the student has to withdraw from the side, he or she must advise the team coach or manager and their respective school immediately this situation arises.  The team official or school is to notify the Regional School Sport Office of this change and follow through by having this information faxed to the Regional School Sport Office.

10.
Withdrawal from a regional team, once selected, is only to be allowed under special circumstances, which would include sickness or injury, or family personal circumstances, which have occurred since the team was selected.  Written notification must accompany any withdrawal.  Late withdrawal without due cause may result in a period of non-invitation to Metropolitan West teams.
PROCEDURES:

1. The collection of monies at a regional trial is the responsibility of the Sport Specific Convener and all accounts, where possible, are to be paid by the Regional School Sport Office.  All monies collected must be banked into the Convener’s School Account.  A Cash Collection Sheet must be completed and forwarded to the Regional School Sport Office.

2. Regional trials/carnivals will be organised by the Regional Sports Convener, together with a committee formed in that sport.

3. All paperwork for Regional Trials must be sent from the Regional School Sport Office.

4. The relevant selection process is to be made known to all participants prior to the commencement of the selection trials.

DUTIES OF THE CONVENOR

The Regional Sports Convenor is to be the agent for the Council of Management in the particular sport, and shall consult with the Regional School Sport Officer on matters relating to the selection of regional team/s in the Sport. This includes costs related to trials and dates of State Carnivals.

The Regional Convenor shall notify schools of trials, including all necessary details, through the Regional School Sport Officer by arrangement.

All nomination forms for trials are to be returned to the Convenor.

The Convenor is to be the chief organiser on the day of the trials and shall make the necessary arrangements to carry out the trials. These shall include:

1. Draw up a program

2. Check to see grounds/venues are prepared. 

3. Complete a Risk Assessment form on the venue and have this form countersigned by the Regional School Sport Officer.

4. Ensure equipment is available

5. Ensure sufficient teachers, referees are available to assist. 

6. Hold a meeting before trials begin to elect selectors and to clarify the program rules

7. Oversee program activities

8. Oversee selection procedures, ensuring Procedure 2.0, Team Selection Procedures, of the MWSSS Competition Procedures, is adhered to

9. Announce Regional Team

10. Send a copy of team to Regional School Sport Officer

11. Consult with team Coach and Manager on matters relating to the regional team

12. Set Nomination Fee to assist with costs of running the regional trials – consult with Regional School Sport Officer

13. Collect monies and have the Regional School Sport Office invoiced for costs incurred where possible.  Complete a Cash Collection Sheet and forward to the Regional School Sport Office

14. Prepare a budget for the trials and convey to the Regional School Sport Officer

15. Compile a report including a full set of results, recommendations and financial statement and forward to the Executive Officer of MWSSS within six weeks of completion of trials.

SUB COMMITTEES

The Regional Convenor is the delegate of the sport specific committee to the Council of Management, and should attend all regional meetings.

The Convenor’s duties on behalf of the sub-committee also include:

1. Convene an annual meeting of the Regional sport specific committee.

2. Appoint a Regional delegate to the State sport specific committee.  This delegate should attend meetings of the State committee (in person or via teleconference).

3. Be responsible for the completion of all ballot papers for State Executive and State Official positions.  A copy of the completed ballot paper must be sent to the RSSO.

DUTIES OF THE COACH

1. Attend the regional trials and chair the selection panel for the Regional Team, ensuring Procedure 2.0, Team Selection Procedures, of the MWSSS Competition Procedures, is adhered to 

2. Consult with the Regional Manager on information to players pertaining to team training etc.

3. Develop and issue a training schedule that has pre-approval of the Council of Management Executive

4. Be familiar with the DOEM requirements of the sport specific

5. Accept full responsibility for training and coaching of the selected team

6. Plan coaching sessions that are active and varied

7. Be punctual for training sessions and games

8. Ensure sufficient equipment in good condition is available for training sessions and games

9. Be dressed appropriately to look like a coach

10. Be responsible for on-field behaviour of players

11. Endeavour to develop a positive team spirit and an attitude of sportsmanship and fair play

12. Ensure that all team members have fair and equitable opportunities in front of selectors

13. Liaise with the Team Manager in all matters concerning team behaviour or injuries

14. Ensure and record where possible, equitable playing time for all players

15. Required to hold at least a current Level 1 Coaching Accreditation in that particular sport.

16. Must be teachers registered with the Board of Teacher Registration.

DUTIES OF THE MANAGER

1. Attend the Regional Trials

2. Consult with the Regional Convenor on information to players pertaining to the State Championships

3. Consult with the Regional School Sport Officer on matters relating to: 

a. Team Uniforms

b. Levy per player

c. Team travel arrangements

d. Managers accommodation

4. Peruse thoroughly the Officials Handbook, particularly the “Duties of a Manager” and “Instructions to Managers”.

5. Distribute Team Invitation Sheet and relevant forms to those players selected in the team

6. Keep a detailed list of any petty cash reimbursement to be claimed on a voucher, by arrangement with the Regional School Sport Officer

7. Keep a detailed account of all valuables held in trust

8. Tend to all medical and first aid requirements of the team. (Carry medical information forms to the carnival).

9. Note all relevant medical details/medications to be passed on to the billeters

10. Obtain billet information from players and send Billet Request Forms to host centre

11. Ensure a team list is forwarded (via e-mail where possible) to the Regional School Sport Office.  The Regional Sports Office will e-mail to the host Region.

12. Ensure all parents are aware of the name, address and ‘phone contact of     their child’s billet.  (It may be necessary to ‘phone the host centre to obtain this information prior to team departure).

13. Ensure you have a copy of all addresses and contact numbers of all your players during the Championships

14. Prepare a thank-you letter for distribution to the billeting family through the billeted competitor.

15. Ensure all players are aware of the Code of Behaviour as set down by the Metropolitan West School Sport Board

16. Take all necessary team equipment and be responsible for its return

17. Liaise with the Coach

18. Be responsible for the behaviour of the team at all times. Provide Billet      families with times and venue information for all team activities

19. Write a report on the performance of the team after the Championships using the proforma provided in the Manager’s Handbook.

20. Matters of a serious misbehaviour must be reported to the Regional School Sport Officer as soon as possible

21. Serious illness or injury (overnight hospital admission) must be reported to the Regional School Sport Officer as soon as possible. An Accident Report form must be completed in duplicate with one copy sent to the student’s school and one to the Regional School Sport Office.

22. It is imperative you attend an Officials’ In-service meeting as arranged by the Regional School Sport Officer

23. Must possess at least a current Senior First Aid and Resuscitation Certificate

24. Must be teachers registered with the Board of Teacher Registration 

1. BEHAVIOUR MANAGEMENT

RATIONALE:
The Metropolitan West School Sport Board will provide support to Conveners, Coaches and Managers of regional sporting teams to ensure the highest standards of behaviour and sportsmanship are maintained at trials and State Championships.

POLICY:

1.
Team Officials are representatives of the Metropolitan West Sport Board and must take all reasonable steps to ensure officials, competitors and spectators enact the “Regional Code of Behaviour”.

2.
Team Officials have the authority and responsibility to institute disciplinary procedures to deal with behaviour contrary to the Code of Conduct.

3.
Where the disobedience, or misconduct is so serious that local disciplinary action is inadequate, consultation between the parents, team officials, and the Regional School Sport Officer will determine subsequent actions.

PROCEDURES:

1.
The Procedures are to be conducted in accordance with the Requirements of the Education (General Provisions) Act 1989 – Part 3a “Good Order and Management of State Educational Institutions.”

2.
The Regional School Sport Officer will provide advice and support for Team Officials in relation to disciplinary procedures and will manage any appeals process.

3.
All team members must be provided with a “Regional Code of Behaviour Policy” and counselled on the consequences of misconduct.


(See Flow Chart – Sequence of Actions attached)
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THE ABOVE DISCIPLINARY FLOW CHART COVERS TEAM TRAINING, TRAVEL, 

BILLETING, PLUS ON AND OFF FIELD CONDUCT.

BEHAVIOUR OF ADULT SPECTATORS

Where an adult other than a team official contravenes the Code of Behaviour for Parents or Spectators the following course of action will be implemented:

1.
If the offending adult is associated with a particular team, the manager of that team will familiarise the offender with the Codes of Behaviour and request compliance with those codes.

2.
If the offending adult is not associated with a particular team, the championships convener will familiarise the offender with the Codes of Behaviour and request compliance with those codes.

3.
If contravention of the Codes of Behaviour continues, the championships convener will warn the offender that the game in progress will be stopped until such time as the offender modifies his/her behaviour accordingly.

4.
As an absolute last resort, the championships convener will advise the offender that unless his/her behaviour is modified the police will be summoned.  Only in extreme cases should this threat be carried out.

Ack:
Queensland Primary School Sport

PARENTS’ CODE OF BEHAVIOUR

· If children are interested, encourage them to play sport.  However, if a child is not willing to play, do not force him or her.

· Focus upon the child’s efforts and performance rather than the overall outcome of the event.  This assists the child in setting realistic goals related to his/her ability by reducing the emphasis on winning.

· Teach children that an honest effort is as important as victory, so that the result of each game is accepted without undue disappointment.

· Encourage children to always play according to the rules.

· Never ridicule or yell at a child for making a mistake or losing a game.

· Remember children are involved in organised sports for their enjoyment, not yours.

· Remember that children learn best from example.  Applaud good plays by both teams.

· If you disagree with an official, raise the issue through the appropriate channels rather than question the official’s judgement and honesty in public.  Remember, most officials give their time and effort for your child’s involvement.

· Support all efforts to remove verbal and physical abuse from sporting activities.

· Recognise the value and importance of volunteer coaches.  They give of their time and resources to provide recreational activities for the children and deserve your support.

· Do not interfere in the organisation of a team, the interpretation of teacher’s direction, or the decisions of team management on team selections, nominations or participation of team members in events.

SPECTATORS’ CODE OF BEHAVIOUR

· Children play organised sports for fun.  They are not playing for the entertainment of spectators only, nor are they miniature professionals.

· Applaud a good performance and efforts by your team AND the opponents.  Congratulate both teams upon their performance regardless of the game’s outcome.

· Respect the officials’ decision.  If there is a disagreement, follow the appropriate procedure in order to question the decision and teach the children to do likewise.

· Never ridicule or scold a child for making a mistake during a competition.  Positive comments are motivational.

· Condemn the use of violence in any form, be it by spectators, coaches, officials or players.

· Show respect for your team’s opponents.  Without them there would be no game.

· Encourage players to play according to the rules and the officials’ decisions.

· Demonstrate appropriate social behaviour by not using foul language, harassing players, coaches or officials.

Ack. to A.S.C. (Aussie Sports)

BILLETING

RATIONALE:


1. The Metropolitan West Region currently participates in all State Championships endorsed by Queensland Primary and Queensland Secondary School Sport.  A condition of participation is that each region takes turn in hosting the various State Championships in which they are involved, on a rotational basis.  Regions are also required to assist in the hosting of National Exchanges when requested.

2. The philosophy of Queensland School Sport Council and Metropolitan West School Sport Board is that whenever possible, students attending State Championships will be offered billets (i.e. accommodation with a host family), unless staying in privately arranged accommodation.

3. Where State championships are hosted by South East Queensland Regions, Metropolitan West students should only request a billet under exceptional circumstances.  The offer of billets to south-east Qld regions by Metropolitan West will only be made under such circumstances.

4. Where the parents/guardians of a student are in attendance for the duration of the championships, students are not to request a billet.

POLICY:

1. Schools who indicate their wish to have access to Queensland Primary School Sport and Queensland Secondary School Sport State Championships via their affiliation to the Metropolitan West School Sport Board, should be prepared to assist with billeting when the Metropolitan West region hosts a State or National Championship.

2. Schools will be selected to assist with the billeting program on a geographic basis, regardless of whether the school participates in that particular sport, and may be requested to provide billets on more than one occasion each year.

3. It is a condition of regional team selection that team members be prepared to accept a billet when the Metropolitan West Region hosts their particular championship.

4. It is a condition of regional team selection that team members are encouraged to assist with the regional billeting program if called upon in the future.

5. Each school will be required to identify a person in the school willing to act as School Billet Officer.

PROCEDURES:

1. Schools will be advised as early as possible (preferably at the end of each year) of their billeting commitments for the following year.

2. Each school will be required to identify a person in the school willing to act as School Billet Officer.

3. Schools should keep a register of students selected in district, regional, state and national sporting teams.  These students could be approached first.

4. Do not place the responsibility for finding billets on one staff member.  A committee of 2-3 supported by the administration may be more effective and less stressful.

5. Do not rely on newsletters or announcements solely to identify families willing to accept a billet.  A direct approach or telephone call is usually more effective.

6. Make approaches to all suitable students, not just those involved in sport.

ACCOMMODATION – PRIVATE

STUDENTS STAYING PRIVATELY OR WITH PARENT/S DURING STATE CHAMPIONSHIPS

1. Players not being billeted must be met at the State Championship venue, upon arrival, by the parent or host family.

2. Players seeking independent travel may not request a billet and must be accommodated privately. 

3. Prior to the Carnival, the parent or host family must provide details of address and telephone number to the Team Manager.  This must be in writing.  Should accommodation change during the Carnival, the Team Manager must be made aware of these changes. An “Independent Travel” form is available from the Regional School Sport Office.

4. The Team Manager will supply the parent or host family with an address and contact number for the Team Officials during the State Carnival.

5. The parent or host family must be given details of times and venues at which the player must be present.

6. The parent or host family must provide transport to and from the venue, and the player must be accompanied by an adult.

7. The parent or host family must be available to collect the player, at the designated time.

8. The preparation and maintenance of playing uniforms is the responsibility of the parent or host family, unless otherwise organised by the Team Manager.

9. The Parent or host family should be informed on information sheets that the Carnival is a Schools organised activity, and as such, the player is under the control of the Team Officials upon arrival at the ground, and until departure from the grounds, following the day’s play.

10. Any approach by the parent or host family to remove the player from the competition venue is only permissible upon approval of the Team Manager.
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