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A QUICK GUIDE TO TEAM MANAGEMENT
Welcome to the world of team management!!
As the manager of one of Burraneer’s junior rugby teams, you’ve chosen to take on an important and rewarding position within the club. The manager plays a vital role in the team, as a co-ordinator and organiser providing support to the coach and the players and families throughout the season, and effectively acting as the gel that holds the team together. On behalf of Burraneer Rugby Club Committee, I’d like to thank you for taking on the job of manager, because, without you, both the team and the club would struggle to get through the season.
Team Lists

A print-out from an MS Excel spreadsheet has been provided with the contact details for players and families currently held within the Buddha registration system. An electronic copy of this information can also be provided to coaches and managers – this can then be re-formatted for further distribution to all families within the team, giving them the contact details of the rest of the team. If there are any changes to the teams contact details, please notify the registrar (Steve Plummer – 0401 004 404) as soon as possible, so the details can be corrected on the system.

Time 

Probably the most crucial aspect of managing a team effectively is time – a manager needs to have the time to be able to sort through the material and information that is sent to them throughout the year, while also being able to devote an appropriate amount of time to dealing with the individual issues that arise within each team. 

Communication
Communication is another vital aspect of management that can make or break the season for the team, and the manager. The manager needs to very quickly establish their preferred method of communication (phone calls, text messages or e-mails, or a combination of all three), but whichever method is chosen, the team must be informed as quickly as possible at the start of the season that that is method to be used. SMS is quick and effective, but depending on the number of contacts (and the manager’s phone plan) it can be an expensive option. E-mail, on the other hand, is less costly for the manager, but isn’t always as effective as SMS if some families in the team aren’t regular users of e-mail. Once you’ve established the form of communication that best suits you and your team, ensure that the families have all provided the required phone numbers or e-mail addresses (if they’re not already on the team lists) and check that the currently listed contact details are still correct.  

A lot of information comes to the manager throughout the year by e-mail, from sources such as the ARU, the NSWRU, the SJRU, as well as Sthn Districts (seniors & juniors) and our own club. The easiest way to deal with this is to firstly determine whether the message is relevant to some (i.e. rep players) or all of your team (e.g. changes to the draw), and then forward it to the appropriate people directly. 

Assistance

It’s helpful if you can identify a couple of parents in the team who may be willing to assist with some of the managerial duties, as this can take some of the pressure off the manager, and make the job a little more enjoyable. This is particularly useful if a manager goes away on business, or has a player in another age-group that they’d like to watch occasionally. You may be lucky to have that rare person in your parent group with a gift for organising rosters, or someone who’s willing to assist with the team warm-ups on game day, or can print out forms and other paper-work if required.

Training nights
Once the team’s training night has been established, the manager should ensure that everyone in the team is aware of the details – i.e. the day and time of the session. The families need to be made aware of the importance of having players at training well before the allotted start time, so that  valuable training time isn’t wasted waiting for people to show up. In addition, if a player can’t make it to training, it’s important for the family to notify either the coach or manager beforehand.  

The players and parents should also be made aware that the players will need to wear appropriate clothing and footwear (depending on the type of training to be undertaken) as well as protective equipment such as mouthguards, which should be compulsory for all contact work, and head gear. Water bottles are also preferable to using the taps or bubblers, as they allow for less disruption to the session.

Coaches and managers need to be aware that anyone assisting with the training must be SmartRugby compliant (courses are available for anyone interested) They also need to be aware that they can’t move on to the field to set up equipment, or to warm their players up, before their allocated time as this causes unnecessary disruption to the other teams who are training in the earlier time slot. Coaches and managers (and players) are responsible for ensuring that any gear taken from the gear shed for training is returned to the correct spot in the gear shed, or handed over to the coach or manager of a team about to begin training.
Training nights provide a good opportunity to communicate any changes that may have occurred to the game schedule since the publication of the draw. Printed notes can be distributed to players and parents and/or verbal instructions can be provided. 
It’s also worth reminding parents who routinely drop their boy off for training that they’ll need to be back at the ground before training finishes to pick their boy up. If they’re held up or they know they’re going to be late, they should ring the manager and warn them - no-one wants to be waiting around John Dwyer on a cold, wet night waiting for a parent to show up.
Game Days

It’s useful to establish a routine on game days that takes into account the potential issues that may arise. Its always worthwhile having at least two copies of the sign-on sheet for the game – there were changes to the sign-on system in 2011 which meant that each team had to provide, and submit, a sign-on sheet for each game – if the other manager’s been having printer problems, they’ll be very grateful that you’ve brought your copy!  
Each team needs to supply a referee’s assistant (touch judge) so you’ll need to ensure that you have 2 or 3 people who are qualified, and available for the game (courses are run throughout the year – details will be provided).
The manager needs to know which players are, or aren’t, going to turn up for the game (see Communication!), and whether anyone requires transport to or from the game.  It’s useful to have a system where people notify the manager of their transport requirements and/or intentions, and then a meeting place and time can be established that is convenient for everyone (e.g. the clubhouse is a useful meeting place)
The manager should have a rack or milk crate for holding the players’ water bottles during the game, as well as a basic first aid kit – all grounds are required to have a complete first aid kit, and a qualified first aid person, but it doesn’t hurt to have a few things at hand – this would include a couple of rolls of different sized strapping tape (elastoplast), as well as some ice and a couple of small towels.  
Canteen

Organising the canteen roster is another important part of the job. The canteen duties involve staffing the barbeque, the shop, and the bar (where appropriate), as well as setting up and taking down the equipment on the ground, and providing a Ground Marshall. Informing the families as soon as possible that they’ll be required to assist in the canteen is always helpful. Teams generally receive a few weeks notice of canteen duty, so setting up a roster as soon as possible means that you’ll then have time to organise changes if required. 

Generally the canteen and barbeque require a minimum of three people (preferably four if busy) for each shift - depending on the number of games being played, you’ll need to cover two or three shifts. In addition, you’ll need to roster people on to set up the ground (goalpost pads, corner posts, ropes and halfway/22 markers) and clubhouse (tables, chairs and bins on veranda; preparation of canteen and bar area; and food preparation)

Team Photos

The club generally provides (is given) a reasonable amount of notice regarding the team photo sessions, so once the managers are notified of the proposed dates, it’s worth getting organised early. This year we’ve included the cost of a team photo in the registration fees, so every player will receive a photo, and managers won’t be required to collect money for them during the season. 
Jumpers 

For those teams with jumpers provided by the club (15s, 17s and 18s), the manager may wish to organise a roster for washing the jumpers every week. If this system is used, then the jumpers need to be collected straight after the game, and handed over to the parent responsible for the washing that week and then arrangements made to return them to the manager later in the week or at the game on the following weekend. Alternatively, the manager may simply give the jumpers to the players to look after for the duration of the season, and the players will be responsible for washing their own jumpers each week.
Access to Buddha (Sign-on Sheets)
For teams in the older age groups (U/10s upwards) each manager will have access to Buddha (the SJRU registration & team management system) so they can print out team lists for use on game day. Both teams are required to supply a sign-on sheet, which contains the list of players from each team, and space for the jumper numbers and signatures. There are also spaces for the scores to be entered during the game, as well as any yellow or red cards that may be issued during the game. At the completion of the game, the referee and the two assistant referees are required to sign both sheets, as are the two coaches and/or managers. The sign-on sheets are then exchanged, and each team manager is responsible for submitting the other team’s completed sign-on/score sheet to the Competition Manager no later than 5pm on the Monday following the game - this can be done by faxing the sheet to the number on the bottom of the sheet, or scanning the sign-on sheet and e-mailing it the Competition Manager.

ID Photos

Players from the U/10s upwards are required to have an ID, as proof of their age, which is valid for a period of 2 years – each player is required to supply a passport style photo in electronic format, so that it can be uploaded to the registration system (Buddha). An ID sheet is then printed & held by the team manager, and must be taken to every game, and made available to the opposition if they query a player’s age. 

For the 2012 season, all players in even age groups (i.e. 10s, 12s, 14s, those 16s playing up in the 17s, and Opens) will be required to submit a new ID photo so that new ID sheets can be issued. Players in the odd age groups (11s, 13s and 15s) will be able to use their 2011 ID cards - however, all new players in any of these age groups is required to submit a photo.  

To submit the photos, send an electronic version (preferably a .jpeg file) to the Registrar, Steve Plummer, at registrar@butrraneerrugby.com for uploading to the system. Once the photos are uploaded, the sheets can be printed by the team managers.
Wishing you all a happy and successful 2012 season of rugby!!

Chris Storey
President, 

Burraneer Rugby Club

Canteen & Ground Set-up Summary

· Set Up Canteen 
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· Set Up Field for Junior Competition


Page 7


· Set Up Field for Mini’s Competition
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· Ground Marshall’s
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· Bar Operation:
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All functions mentioned above are the responsibility of the duty team. All duties are to be carried out by adults; some of the children can be used to assist but must be completely supervised by an adult.

The gear shed is to be packed up in a tidy manner and not left in a shambles. If this is not done the team responsible will have to come back in their own time to tidy up the shed.

Canteen Preparation

Opening:

· Open Windows

· Turn on Fan

· Cut Lettuce, Tomato, open Beetroot & put in bowls.  
· Put tablecloth on table 
· Get Sauce & put on table outside canteen, together with salads.  

· Cut bread Rolls and wrap in serviette.  Wrap 2 slices of bread in serviette.

· Put Lollies on counter

· Put Round Tables out on the balcony.

· Put 3 garbage bins (with bin liners) out on the balcony

· If necessary, put out and turn on the heaters

Closing:

· Restock Lolly jar and drinks fridge

· Wash up and put away all used utensils

· Put away all lollies

· Wash all benches and floors.

· Clean BBQ

· Wash the round tables on the balcony and bring inside the club 

· Empty garbage bins, put new liners in and bring inside the club.

· Bring the heaters back inside the club.

· Friday Night & Saturday:  
· Put all uncooked meat and unused buns in the fridge (throw out all left over cooked meat, onions and eggs)
· Sunday Afternoon: 

· Put all uncooked meat and unused buns, bread & onion in freezer (throw out all left over cooked meat, onions and eggs)
· Close, lock the doors & turn off the lights in the toilets and change rooms

· Close and lock all windows in the clubhouse.

Ground Preparation for Minis U/6, 7 8 & 9’s

Set Up:

· Take Minis goal posts out of shed. The Minis Coordinator will supervise the actual ground set-up and you are to act under their instructions.

· Put pads over the 2 grates in the ground at the northern end of the field to prevent players diving for the line sliding onto them and hurting them selves.

· Place red witches hats on the driveway from behind the gear shed up to Oleander Pd and from in front of the club house up to the designated parking area, then from the end of the designated parking area to Oleander Pd.

· Put at least 2 garbage bins with liners in the spectators area beside the field.

· When Minis have finished the field then needs to be set up for Junior competition as per the page on Junior Ground Preparation.

Packing Up:

· All field gear to be put back into the gear shed, neatly not just thrown in.

· ON FRIDAY NIGHTS ONLY:   The rope ground control barrier can be left out overnight.

· Sign on table and chairs to be taken back into the club house.

· Bins to be emptied, taken back to the club house and new liners put in and clean up any rubbish left around the Club house and field area.

· Red Witches hats to be put back into the gear shed.

Please Remember:

When packing up, look around the canteen and the field and if anything looks like it shouldn‘t be there, it most likely shouldn’t be, so either pack it up and put it away, or throw it away!

Ground Preparation for Juniors (U/10s and Up)
Set Up:

· Put pads on goal posts

· Place yellow markers beside the 22mtr and 50 mtr lines on the club house side of the grounds.

· Put the black and white cardboard poles in the corners on the try line.

· Rope off 3 mtrs from both side lines for crowd control.  The ropes and posts are in the gear shed.

· FOR U10s ONLY:  Place small domes markets (found in gear shed) 5mtrs in from each side line (about 8 per side).

· Put pads over the 2 grates in the ground at the northern end of the field to prevent players diving for the line sliding onto them and hurting them selves.

· Place red witchs’ hats on the driveway from behind the gear shed up to Oleander Pd and from in front of the club house up to the designated parking area, then from the end of the designated parking area to Oleander Pd.

· Put at least 2 garbage bins with liners in the spectators area beside the field.

Packing Up:

· All field gear to be put back into the gear shed, neatly not just thrown in.

· Sign on table and chairs to be taken back into the club house.

· Bins to be emptied, taken back to the club house and new liners put in and clean up any rubbish left around the Club house and field area.

· Red Witches hats to be put back into the gear shed.

Please Remember:

When packing up, look around the canteen and the field and if anything looks like it shouldn‘t be there, it most likely shouldn’t be, so either pack it up and put it away, or throw it away!

Ground Marshall

At all times there is to be an appointed Ground Marshall who must be patrolling the grounds wearing the Ground Marshall’s Vest.  The person who is appointed can vary from shift to shift; it does not have to be the same person all day.

The role of the Ground Marshall’ is:

· Patrolling the Ground

· Preventing illegal entry of any person onto the playing area.

· Assisting the officials (Manager, Touch Judges & Referee’s) perform their respective duties.

· Having the grounds emergency list and all necessary keys & passes to ensure emergency access can be obtained to any section of the ground.

An important point to note is that during the game, the only people who are allowed onto the field of play are the Players, the Referee, the Assistant Referees and the Water runners - all others (Coaches, Managers and reserves included) are to stay behind the crowd control rope. At half time the Coaches and Managers and team reserves are also allowed on the field to talk to the team.  
NO OTHER PEOPLE ARE ALLOWED ON TO THE FIELD OF PLAY DURING THE GAME, PARENTS INCLUDED.

If there is an emergency, then officials and medical people are to allowed, but even then it is best to keep to a minimum the number of people on the field.

Emergency Numbers:

· Ambulance/Police/Fire Brigade:
000
· Local Police:
· Miranda
9541 3899
· Cronulla
9527 8199

Bar:

· Anyone who is serving behind the bar must have an R.S.A. (Responsible Service of Alcohol) Certificate.  If there is no-one present with an RSA, the bar is not to be opened.
· Prices will be displayed on the bar.

· All Beer and wine is to be opened before handing over to the customer.

· The bar area is to be kept clean and tidy at all times and left that way at the end of each day or evening.
· No children are ever, under any circumstances to be behind or near the bar.
· The fridge is to be refilled as required and completely restocked at the end of the evening or day.

BURRANEER RUGBY CLUB, INC.


Please address all correspondence to the Honorary Secretary


PO Box 16, Caringbah NSW 1495


Home Ground: John Dwyer Memorial Reserve, 14 Oleander Parade Caringbah NSW


Website: www.burraneerrugby.com
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