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TIME LINE OF 
RESPONSIBILITIES / DUTIES
Version 1- Jan 2017
This Time Line has been designed to assist Conveners upon their election to the position.

DECEMBER / FEBRUARY
· Nominated / Elected to position
PRIOR TO SSW CHAMPIONSHIPS

· Check the Horsley Zone and SSW Calendar as to when the SSW Carnival is to be held.

· Send Information to each school within the Horsley Zone, with details of trials (Information to be sent to Horsley Zone Executive prior to being sent out)

· Trial information will be placed on the Horsley Zone website.
· Check venue facilities, toilets, court/ground markings prior to first trial / training session.
· Refer to Checklist items- 
* Organise permission notes, including risk management
* Send Team List to the Horsley Zone Executive

* Inform HZ schools / Principals of student selections

* Collect Team Levy money

* Place any Representative Polo shirt orders

* Collect any Representative Polo shirt order money

* Bank Team Levy money / Polo shirt money or hand over to HZ Executive

* Collect Team uniforms

* Distribute Representative Polo shirts (if necessary / and only AFTER payment is made)
* Ensure travel arrangements are confirmed for the day of the SSW Championships.

· IMPORTANT- 
· No Permission note, No participation at the SSW Championships. The Permission Note MUST BE SIGNED by the student’s School Principal.
· Ensure that at all training sessions and on the day of the carnival that all students have been picked up BEFORE you have left the venue.
DAY OF SSW CHAMPIONSHIPS

· Attend the SSW Championships with the Horsley Zone team
· Coach, counsel, assist all Horsley Zone team members
· Liaise with SSW conveners / selectors in relation to students in the Horsley Zone team
· Ensure a Team Photo is taken at some point on the day of the carnival
· As a Horsley Zone representative please wear the Association apparel while attending games 
· Collect Horsley Zone team uniforms from the students BEFORE they leave the carnival.
POST SSW CHAMPIONSHIPS
· Return Horsley Zone uniforms and permission notes to the Horsley Zone Executive.
· Inform the Horsley Zone of any SSW selections
· Write a SSW Championship report and attend the next Horsley Zone meeting to feedback on.

