ARNHEM EXCHANGE TEAM 

MANAGER RESPONSIBILITIES & DEADLINES

PRIOR TO TRAVEL

8 WEEKS PRIOR

· Know number of students in each school participating in sport you are managing. 
· Give numbers of students to Cluster Admin Officer (CAO) Kathie Bulters ph. 89870870 or email (arnhem.ssnt@latis.net.au) in order for the cheapest airfares to be sought and booked. If travelling from West Arnhem it may be easier for you to book fares and let the above know. 
· Do a letter to parents confirming all costs. It is preferable parents pay costs ASAP.  Your school may already have a master letter you can use.
· Hand a copy of letter to parent to individual school’s front office if required. 
· Ensure students are in training for this sport.

· Decide whether team will wear Arnhem Cluster travel shirt. (Travel shirts are available for purchase @ $30 each and cluster hats @ $10.00 each)

Costs are airfare, $5 player uniform hire and $65 SSNT student levy that pays for hire of venue, sports trainers etc. (extra if cluster uniforms are to be purchased)

7 WEEKS PRIOR 

· Let CAO know how many player uniforms & what sizes roughly are required.

· Give number and sizes of travel uniforms required to CAO. 

6 WEEKS PRIOR

· Find out how many students require billets.

· Hand out permission forms to students. 

5 WEEKS PRIOR

· Finish collecting money from team members.

· Give names of students and number of billets required to CAO.
2 WEEKS PRIOR

· Give permission forms to CAO so SSNT can put students’ names in program.

· It is your job to ensure all parts of permission forms are filled in and signed by parents and school principals.

1 WEEK PRIOR

· Collect player uniforms (and travel uniforms if needed) from CAO.

· Be responsible for all player uniforms whilst away as these belong to the cluster.

· Check travel details are correct.

· Give parents final details including departure/arrival times/contact details for students, coach and manager.
