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Representative Teams Checklist (for equalised teams)
1. Coach role advertised October / November each year
2. Coach appointed where possible December of each year
3. Coach to work with CoachForce Officer to go through possible programme for season (including quad and pre-tournament build up)

4. CoachForce Officer to note available coaching resources and opportunities for support through the WHA coaching ‘club’

5. Trial dates confirmed (Coach / Manager to advise WHA office – add to website; Coach / Manager to arrange umpires through Umpires Advisory Council)

6. Agree selection panel (with CoachForce Officer)

7. Conduct Trials (ensure trial process is agreed with WHA/CoachForce officer prior to commencement)
8. Team named – inform Sandra as soon as possible
9. Appoint team Manager (if not already done so) and advise Sandra who this person is
10. Player individual details form completed (send ‘Team Registration sheet’ to Sandra – sandra@wellingtonhockey.org.nz  – NB these names will be used for flight information (if required) therefore ensure the correct name (as on their passport) is completed on the sheet
11. Invoice sent to each player for equalised amount (by WHA office)

12. WHA office will submit team entry forms for National Tournament and Quad Tournaments (and pay the entry fee)
13. WHA  to liaise with Umpires Advisory Council and advise if an umpire is to be allocated to the team and, if so advise if they will be travelling/staying with the team for quads and/or national tournament 

14. Coach and Manager to prepare a budget for the additional costs for players for quad tournaments, food at nationals etc (refer to equalisation sheet for information). This is to be submitted to Sandra for approval and, once approved, communicated to players

15. Manager to liaise with Sandra about process for collecting the additional costs from players (i.e. please don’t ask players to pay into WHA accounts without prior agreement by the office).  NB it is recommended you set up your own bank account to more easily manage the incidental income and costs.
16. Manager to arrange with Donna to pick up uniforms, balls, cones etc Note that the 2011 uniform process is different to previous years, refer to Managers Information Sheet.

17. Ensure results from all games are fed back to name email address (to add to website, newsletters).  
18. When planning build up matches, if umpires are required for the game, manager to contact Umpires Advisory Council early to arrange for umpires.  They are unlikely to be able to provide umpires for practice matches.
19. Pre-tournament – finalise with Sandra any money to be advanced for tournament expenses (and also for nationals, get final cheque for accommodation before leaving for tournament)
20. During tournament – contact office with results. If possible – a send brief paragraph  to  info@wellingtonhockey.org.nz at the end of the tournament to go on to the WHA website.
21. Manager to provide accounts including  receipts/invoices for all expenditure and return to Sandra within 1 month of end of tournament to finalise accounts for team.  Use WHA ‘Team Accounts Summary’ (Sandra to provide).
22. Return all uniforms, balls, cones etc to office. These must be returned within 2 weeks after tournament. Feedback any issues with uniforms and equipment (e.g. numbers missing, needs replacing) Note this year there is a new uniform process and an equipment bond is required. Refer to managers information sheet for more details

23. Coach to complete report within 8 weeks of the tournament end

24. Coach to complete player rankings and feedback (as required) for CoachForce Officer within agreed timeframe

25. Attend end of season ‘thank you’ function for WHA’s volunteers!
