Team Manager Checklists

Before Gala
· TM mobile to be submitted to Leinster prior to any Leinster gala
· Assign all officiating roles (if required) and ensure all are confirmed
· Collect team flags and banner from NP shed and setup at gala (Away/NAC only, depending on space/suitability for them.  Need duck tape for banner).  Shed key is in post-box.
· Liaise with gala secretary regarding warm up times / changes and pass on to coaches / squads
· Ensure coach will be present for warm-up
· Tell coach of any scratches
· May need photos of swimmers for Swim Ireland galas.  Submit any other documentation (code of conduct, permission to travel, etc.) /identification as needed 
· Attend the coach/TM meeting and relay any relevant information to squads.
· For any away gala, liaise with all those attending to coordinate hotel/dining requirements.
· Print out the list of entries by name and event
· Bring highlighters, pens, hardback folder, chair
· If away gala/in hotel, keep list of all room numbers/who is in each room, list of parents phone numbers, and swimmers phone numbers. 
· Take first-aid bag

During Gala
· ensure all swimmers have arrived per session (tick off against report/name)
· ensure there is a club representative present at the briefing meeting prior to the gala 
· ensure that scratch sheets, heat sheets and any other paper work is collected from the recorders desk 
· Scratch sheets must be returned within the allocated time frame 
· Must ensure that swimmers line up for their events when called 
· Only the team manager or club coach may scratch swimmers from heats or finals 
· Must ensure that swimmers are on time for medal ceremonies and are appropriately dressed 
· Assist coach poolside if required; liaise with host club/referee to resolve result disputes
· Ask coaches to assign swimmers to relays and let all parents/swimmers know
· Assist coach to submit relay swimmers names to recorders desk
· Ensure official requirements are filled for afternoon finals session
· Obtain copy of any accident/incident reports (and do what with it?)
· Keep log book/write report – particularly if an away gala/camp.

After Gala
· Return flags to shed
· write up summary of results and send to Jean Heylin to post on website
· Obtain any medical certificates and submit to gala organisers


