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TEAM MANAGER'S DUTIES

The Team Manager has the most important job of all, i.e. freeing the Coach to get on with pre match preparation by ensuring that the team gets on the field with a minimum of fuss.

It is important to be well prepared prior to game day.  Check that you have the following equipment and paperwork packed and in good order, ready to go.
Fines are incurred by the Club for failure to comply with correct procedure. Please note it costs the Club if match day duties are not completed in a timely manner. 

KIT EQUIPMENT (SUITCASE)
To include:
1.
First Aid kit

2.
Coach, Assistant Coach, Runner and Trainers’ official bibs
3.
Boundary Umpire's White T Shirt  (U10 -U14's)
4.
Boundary Umpire’s whistle

5.
Goal Umpire's Flags (2)
6.
White coat for Goal Umpire and Interchange Steward (2)
7.
Umpire Escort’s arm band

8.
Jackets for interchange bench (4-6) 

9.
Two footballs well inflated
10.
Drink bottles and carrier 
11.
Pump and valve for inflating footballs

12.
Two towels for use by trainers

13.
25 plastic cups

Additional Items:

1.
Biros (5 or more)
2.
Cordial (made up) 

3.
Oranges (approx. 6-7) cut into quarters, in a suitable container.

*Cordial and oranges are available from the club each week 
PAPERWORK

To include:

1.
Team Sheet (2 copies) 
2.
Voting slip with envelope (1 per match)

3.
Score cards for Goal Umpire and Timekeeper
4.
Interchange sheet 
5.
Weekly BHJFC match report form in envelope
Each team is issued with a bulk supply of paperwork. It is recommended that you divide this paperwork into separate sets for each round for ease of preparation. It is advisable to fill out all relevant details before match day. 

TEAM POUCH
The team pouch should be collected from the ground (in pigeon holes in Property Room) prior to the match and returned to the Canteen at Zerbes immediately following the match.  

· CONTENTS ON COLLECTION FROM ZERBES :

1. Club newsletter

2. Notices for distribution to coach/players/team manager
3. Any kit or paperwork supplies previously ordered
· CONTENTS ON RETURN
1. Unsigned team sheet
2. Vote envelope (sealed) 

3. Any umpire reports or send offs
4. Weekly match report form in sealed envelope

FIRST AID KIT
It is recommended that the First Aid kit remain in the possession of the coach throughout the season.  This is to ensure it is available at all times during both training sessions and matches.  The contents of the kit includes:  band aids, instant ice pack, bandage, scissors, Detol or Betadine, tissues, disposable gloves and dencorub.
SIGNING ON AT THE GROUND

It is usual for the Coach to specify a time for players to meet at the ground they are playing at. The Team Manager should be there at least 10 minutes earlier to set up for the signing in of players. Please note that it is courtesy not to enter the clubrooms until after the half time mark of the current game being played. No team, except for the team scheduled to play, is to be in the rooms conducting any business either 15 minutes before game commencement or at half time. 

AWAY MATCHES

Please note that footballs and Interchange Official are not required.  Match footballs should be left in the boot of your car, not taken into the rooms.
TRAINING JUMPERS

All players will be issued with a Beverley Hills training jumper which is to be used for the duration of the season.  As soon as the first training night date is set, the team manager should contact Enia Kakaflikas at ekakafli@bigpond.com or mob 0423453879 to organize collection of the training jumpers.  A sheet will be issued to the team manager of each team listing the individual numbers of each training jumper in the team’s allocation.  Each player must sign on receipt of his jumper.  The original copy of this signed sheet must be then forwarded to the Club (att Enia Kakaflikas); the team manager retaining a copy for their records.  At the conclusion of the season, all jumpers must be returned to the team manager at which time the player will sign off its return. Unreturned jumpers will incur a replacement fee of $50.00.
PLAYING JUMPERS

Each player is responsible for the care of his own jumper.  Jumpers should be issued by the last pre-season training night and signed for by the players.  Where jumpers need to be replaced through loss or damage, this should be done through the Property Officer.  All jumpers are to be returned to the team manager at the conclusion of the team’s last game for the season.  The jumpers should then be laundered and returned to the Club. If a player stops playing during the season, or is absent from the last game of the season, the team manager must make arrangements to retrieve the jumper as soon as possible.

LOST OR DAMAGED PROPERTY

Should be reported to the Property Officer immediately. This enables the Club to replace the property as soon as possible.

RE-ORDERS OF KIT/ FIRST AID/PAPER WORK SUPPLIES

If additional/replacement kit items or paperwork supplies are required, please complete the Supplies Order Request form supplied.  This form is to be placed in the team pouch on Sunday and orders will be filled on the following Sunday.  For EMERGENCY situations only, orders may be emailed direct to the ` by the Tuesday prior to the next game.
PROPERTY OFFICER:  
Piero Diroberto – dirobertofamily@bigpond.com.au 

	MATCH DAY VOLUNTEER CHECK LIST

Endeavour to get a variety of parents involved in helping out on match day.  Getting parents involved helps them to feel part of the team, helps them to get to know other parents, and perhaps helps in making them feel more comfortable to help out in other ways around the Club.  If a parent appears apprehensive to volunteer because of inexperience, you could buddy them up with another experienced parent who can show them the ropes.
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Please ensure that all match day volunteers are familiar with the rules and requirements of their position.  It is a good idea to give a copy of their “job description” sheet to all volunteers for a quick review prior to the match beginning.
A volunteer is required at both home and away matches to escort the umpire from the ground at half time and at the conclusion of the match, and to be in attendance on ground at the ¼ and ¾ time breaks.  Please point out to the umpire who the escort will be.


