
Team Manager  

SELECTION OF TEAM MANAGERS 

1. Team Managers shall be a minimum of 21 years of age with a criminal record check in good standing having been done within 3 

years of the start date of the relevant Team Manager duties. The police check application fee, if any, will be paid by the club.  

Team Managers must have a valid driver’s licence with an active insurance policy.  All rental vehicles should be initialed in the 

signature line with SWIM ALBERTA written in as well. As per the Swim Alberta Insurance policy: 

Non-Owned Automobile Liability Provides protection in situations where liability is incurred as the result of the operation of a 

vehicle not owned by the insured but operated on behalf of the insured; for example, an employee of the insured driving his own 

vehicle on company business. In an action, the third party could also name the company, in which case this section of coverage 

would respond if the employees' own personal coverage liability limits were inadequate or non-existent. Limit $5,000,000 any 

one Accident SEF 94 (Legal Liability for Damaged to Hired Autos Endorsement) Covers the physical damage portion to 

leased/rented vehicles when rented under the company name or on company business. Limit $50,000 

2. The Lead Coach and Travel Coordinator shall determine the need for Team Managers based on the number of swimmers attending 

an event based on the ages of such swimmers. 

3. Team Management is a privilege and any individual wishing to be selected as a Team Manger shall advise the Lead Coach or the 

Travel Coordinator of their interest and final selection will be at the discretion of the Lead Coach. 

 

TEAM MANAGERS’ DUTIES AND RESPONSIBILITIES 

1. Obtain relevant travel information from the Keyano Office prior to departure, including hotel details, flight details, car rental 

details, swimmer Emergency Contact Information and rooming lists. 

2. Work with Lead Coach to create travel timelines including departure times to and from the pool, meal times and curfew. 

3. We strive for healthful and nutritious meals and snacks and want to ensure that swimmers are well fed.  Please respect the 

requests and wishes of the coaching staff when doing your meal planning and be sure that swimmers are getting enough food at 

all meals. Be mindful that each swimmer will require different portion sizes to satiate their hunger.  

4. Make appropriate meal arrangements for the swimmers within the allotted budget whether this will be catered meals, prepared 

meals or a combination of both.  You are to provide fresh vegetables and/or fruit at the pool. Swimmers are expected to bring 

their own snack food. 

5. Collect all receipts from hotel, meals, groceries, car rentals, etc. and submit expenses within one week of return from meet so the 

Book Keeper can reconcile the expenses. 

6. Responsible for the whereabouts of swimmers at all travel points including airports, bus transfers and rooms checks as well as 

any time they are not at the pool. 

7. Attend team meetings as requested by coaching staff. 

8. Plan and arrange for team activities as requested by the coaching staff. 

9. Arrange meet accreditation as required. 

10. Pack necessary items as required, including banner, extra swim caps, first aid kit, and coolers and cooking supplies. Ensure that 

coolers and cooking supplies are clean and put back in the hospitality storage room upon your return.  

11. Handle accommodation matters while away, including concerns if rooms are unclean or unsafe for the swimmers.   

12. Team Managers will conduct all room checks as deemed reasonable. 

13. Assist swimmers selected for random drug testing. 

14. Ensure the general safety and health of the swimmers and adhere to the following Emergency Protocol: 

 
EMERGENCY PROCEDURE: 
In the event of injury, illness or any unusual circumstances (poor behavior or inappropriate conduct): 

 Advise Lead Coach immediately and, in cooperation with the Lead Coach, assess the situation and decide on necessary 
course of action 

 Contact appropriate medical personnel (lifeguards, ambulance etc.) 
 Contact parents/guardians to advise of situation 
 Accompany Swimmer and stay in attendance with them when possible or appropriate 



 Ensure all required paperwork is filled out and that you have copies 

 Ensure all required paperwork for insurance and Swim Alberta has been filled out 


