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Managers Resources
Thank you very much for taking on the role of Manager for a Wellington Hockey Representative team. We are sure that you will find it a rewarding experience. As you may be aware the role does require quite a bit of work so we doubly appreciate your commitment to deliver on the requirements of this role. In recognition of the work required WHA will cover your accommodation and travel costs and the team will cover your food costs. However there are also some responsibilities that we need you to commit to:.
· I will support Coach with positive team environment
· I will ensure that Players receive Pastoral & physical care and that a safe environment is maintained
· I have received the pack of WHA manager resources and will contact WHA if there are any queries

· I will ensure that the accounts are managed accurately and that all monies I hold on the team’s behalf are properly accounted for

· I will manage Equipment (including Uniforms) 
· I will communicate clearly with players and parents
· I will organise the teams participation at quads and final tournament
Date for return of uniforms:
Date for return of Accounts:

 Signed  Manager
. 

Managers’ Resources
· CD (electronic copy of listed forms)
· Manager Information Sheet
· Manager Checklist

· Receipt Book

· WHA Player Contract Form

· WHA Commitment Form

· WHA Medical Form

· WHA Coaches Report

· Discretionary Fund information (confidential)
· WHA contact list 

· Sample budget spreadsheet (for team cost calculations)
· Sample accounts template (for individual player accounts)

· Sample newsletters (3)
· Sample managers gear list 

· Sample gear list (players)

· Sample team tournament schedule

· Sample room allocations sheet

· Sample card sticker template

· WHA Uniform Sheet

· WHA Summary Accounts Form
· WHA Uniform List

· WHA Equipment

The sample forms are not obligatory to use – however may be useful to you.  Any form above preceded by “WHA” must be completed for each team / player.
Contact Information email and phone number and best hours to call 

WHA Office: 

	WHA Office
	Items
	Contact Details

	Donna Mote (Office Administrator)
	uniforms equipment, entries into Quads, turf times
	info@wellingtonhockey.org.nz  Call on 3893337 Mon to Fri 9.30 to 4.00

	Sandra Proctor (Accounts Administrator)
	accounts, bookings, discretionary fund inquiries
	Sandra@wellingtonhockey.org.nz
Call on 3893337 Mon to Fri between 8.30 and 3

	Caryn Paewai (CoachForce Officer)


	Rep Programme, Coaching Programme, Coaches report, rankings
	

	Umpires Advisory Council
	Umpire appointments to tournaments; sourcing umpires for trials
	Kiri – U18, U15
Dev – U21

	Anne Margaret Campbell (Chief Executive)
	Application for discretionary fund
	


