AORAKI SECONDARY SCHOOLS’ ATHLETICS
- responsibilities -
REGIONAL SPORTS DIRECTOR

· Work with the Meeting Manager (appointed by the host school), host school and ASSAA secretary in co-ordinating the running of the athletics.
· Book venue. (Ensure PA system is functioning and that hand-held microphone has batteries.) Book Cricket pavilion – locate key (Peter Bennett, 10 Rowan Pl, Ph 686 0888).
· Check availability of Oval. (Ring TDC Ph 686 3377)

· Apply for funding.

· Book St Johns.

· Co-ordinate and run the control room on the day.

· Organise distribution of walkie-talkies. (Meeting Manager, referees (2), marshals (2), announcer, chief judge, selectors)

· Organise photocopier.

· Provide paper for photocopier, sellotape, stapler, extension cord.

· Prior to the day, instruct the 10 students from Timaru Girls’ HS as to procedures.
· Forward information, from the ASSAA secretary, to all schools via email, as well as putting it on the website.
· Contact EDP and establish procedure for on-line entries.
· Collate entries and produce event sheets to be used by officials, in consultation with the Meeting 

Manager.
· Provide clipboards for all field events (7), marshals (2) and timekeepers (1)

· Provide ASSAA secretary with details of number of heats and events which are straight finals, as early as possible.
· Organise maintenance of facilities outside of the arena. (ie toilets - notices to be put on those toilets designated for adults only; toilet paper to be replenished throughout the day.)

· Put results on website by the end of the day.

· Send out thank you letters to all officials.

· Invoice schools $1/athlete entry fee.

· Media coverage, including sending results to the Timaru Herald.
HOST SCHOOL

· Appoint the Meeting Manager (at the end of the previous year)

· A representative from the school welcomes officials and managers to the 9:20am meeting on the day.
· Provide morning tea (9am), in the Cricket Pavilion, for approximately 70 officials/managers.
· Has tea and coffee available for officials/managers during the day, in the Cricket Pavilion. Ensures that the  


Cricket Pavilion (including the kitchen) is left clean and tidy.
· Organise time sheets, ensuring event number, event and records have been inserted. The time sheets are to be sorted into the order on the programme and given to the RSD. (The secretary will provide electronic copies of the time sheets which the host school will need to add records, print off, cut and put in order)

· Provide place tags/discs (minimum of 6 sets - 1st to 5th)

· Has the first option to sell food (or may offer this to other schools)
· The Principal chairs the AGM of the Aoraki Secondary Schools’ Athletic Association (May/June)

MEETING MANAGER
· Oversee the smooth running of the meeting.
· Convene protest committee should the need arise.
· Appoint athletic club officials (which the secretary will merge with officials supplied by schools).
· Liaise with RSD and secretary.
· Ensure all equipment is available.
· Make postponement decision by 6:45am– advises radio station (Timaru) and contacts team managers of 


Ashburton College, Mt Hutt College, Twizel Area School, Waitaki Boys’ High School and Waitaki Girls’


High School.
· Address managers and officials at 9:20am meeting on the day.
AORAKI SECONDARY SCHOOLS’ ATHLETIC ASSOCIATION SECRETARY

· Provide information to all schools via the RSD.
· Provide the Meeting Manager with contact numbers for Ashburton College, Mt Hutt College, Twizel Area 


School, Waitaki Boys’ High School and Waitaki Girls’ High School.
· Email time sheets to the host school.
· Merge officials (provided by the Meeting Manager and schools) and produces the programme which


includes the number of heats, events which have become straight finals, records, and throwing implement 


weights. This programme will be given to all officials and managers at the 9:20am meeting on the day.

· Send final list of officials to the Meeting Manager as early as possible.
· Organise advertisement in Timaru Herald.
· Produce certificates for the first three placings in all events and distributes these to schools.
· Liaise with regional selectors for South Island Secondary Schools’ athletics.
ASHBURTON COLLEGE

· Provide 1 official and 2 students for TRIPLE JUMP.

Note: This official will not necessarily be in charge of the Triple Jump.
· Provide a further official for Jumps (Will be allocated to one of the jumps, where required).
Note: These officials are part of Ashburton Coll’s 1:15 ratio (1 official for every 15 athletes). Names of officials are to be forwarded to the ASSAA Secretary at least one week prior to the athletics.
CRAIGHEAD DIOCESAN SCHOOL
· Acquire a caravan for the selectors. Positions caravan, in consultation with the Meeting Manager.
· Set up the javelin area (cricket field).
· Set up the warm-up area (cricket field).
· Rope off main track.

· Position danger signs within the arena (Note: signs are supplied by the Aorangi Track Trust.)
· Put finish posts, field event flags and lap counter in place (Remove at the end of the day.)

· Put desk and chair at finish line for track recorder (Remove at the end of the day.)
GERALDINE HIGH SCHOOL

· Provide 1 official and 2 students for LONG JUMP.
Note: This official will not necessarily be in charge of the Long Jump.
· Provide a further official for Jumps (Will be allocated to one of the jumps, where required.)
Note: These officials are part of Geraldine HS’s 1:15 ratio (1 official for every 15 athletes). Names of officials are to be forwarded to the ASSAA Secretary at least one week prior to the athletics.
MACKENZIE COLLEGE 
· Provide 1 official and 2 students for DISCUS.
Note: This official will not necessarily be in charge of the Discus.
Note: this official is part of Mackenzie Coll’s 1:15 ratio (1 official for every 15 athletes). Names of officials
are to be forwarded to the ASSAA Secretary at least one week prior to the athletics.

MOUNTAINVIEW HIGH SCHOOL

· Hurdles 
- to be put out prior to the commencement of the programme (positioned inside the track).
 
- approximately16 students, with adult supervision, required between 11:30am and 2pm.
- the hurdles are to be placed at appropriate distances, heights and weights for all heats and 

finals. (Measurements will be provided by the Meeting Manager.)

- the hurdles are to be taken down and returned, on the trolley, to the equipment room as soon  


  as the last hurdles final is completed.
MOUNT HUTT COLLEGE

· Provide 1 official and 2 students for HIGH JUMP (Pad 1).
Note: This official will not necessarily be in charge of the High Jump.
· Provide a further official for Jumps (Will be allocated to one of the jumps, where required)
Note: These officials are part of Mount Hutt Coll’s 1:15 ratio (1 official for every 15 athletes). Names of officials are to be forwarded to the ASSAA Secretary at least one week prior to the athletics.
OPIHI COLLEGE 
· Provide 1 official and 2 students for JAVELIN.
Note: This official will not necessarily be in charge of the Javelin.
Note: This official is part of Opihi Coll’s 1:15 ratio (1 official for every 15 athletes). Names of officials
are to be forwarded to the ASSAA Secretary at least one week prior to the athletics.


RONCALLI COLLEGE

· Provide an adult typist to produce a set of results, (independent to Meet Manager results). (1st – 4th required). These are to be ready for the selectors and managers to collect at the end of the day, if possible.
· Do markings for Shot Put, Discus and Javelin
TIMARU BOYS’ HIGH SCHOOL

· Provide 8 walkie-talkies.
· Position mats for both High Jumps, by 9:15am, and return mats to equipment room after final events. 


(Note: these mats must not be dragged across the track)

· Dig Long and Triple Jump pits prior to 9:15am.
· Book, collect and put up 4 Cancer Society sunshades. (Positions - #1 shot, #2 high jump/discus, #3 long/triple jumps, #4 track recorder). 
· Return sunshades to the Cancer Society at the end of the day.
TIMARU GIRLS’ HIGH SCHOOL

· Provide 6 senior students to work in the control room. An adult must be in charge of these students. (RSD will visit these students prior to the athletics to brief them on their responsibilities.)
Student jobs: stick results on grand stand back wall/mobile board, photocopier, filer, door results to announcer /selectors, stapler at track recorder’s desk and take sheets to control room, assistant to adult inputting results into the computer 
WAIMATE HIGH SCHOOL 
· Provide 2 officials for Throws (Will be allocated to one of the throws, where required.)
Note: These officials will not necessarily be in charge of the Javelin.
Note: These officials are part of Waimate HS’s 1:15 ratio (1 official for every 15 athletes). Names of 
Officials are to be forwarded to the ASSAA Secretary at least one week prior to the athletics.

WAITAKI BOYS’ HIGH SCHOOL 
· Provide 1 official and 2 students for SHOT PUT.
Note: This official will not necessarily be in charge of the Shot Put.
· Provide a further official for Throws (Will be allocated to one of the throws, where required.)
Note: These officials are part of Waitaki Boys’ HS’s 1:15 ratio (1 official for every 15 athletes). Names of 
officials are to be forwarded to the ASSAA Secretary at least one week prior to the athletics.
WAITAKI GIRLS’ HIGH SCHOOL 
· Provide 1 official and 2 students for HIGH JUMP (Pad 2).
Note: This official will not necessarily be in charge of the High Jump.
· Provide a further official for Jumps (Will be allocated to one of the jumps, where required.)
Note: These officials are part of Waitaki Girls’ HS’s 1:15 ratio (1 official for every 15 athletes). Names of officials are to be forwarded to the ASSAA Secretary at least one week prior to the athletics.
ASSAA  AGM, 16.6.09






