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Guidelines for hosting Senior National Events 
For the use of the Senior National Event Tournament Directors.



The following are the main points requiring careful attention to ensure a successful National Event.  Please use this as a checklist to ensure that everything is covered, and contact Squash New Zealand with any additional queries.

ORGANISING COMMITTEE

Your committee needs to provide coverage of the following:-

Tournament controller
Publicity and results

Refereeing – Squash NZ 
Refreshments

Programme
Accommodation availability-motels etc
Social Activities
Gallery & Seating control

Catering
Disputes

Hosting & Liaising transport
Cleaning facilities

Trophies – from SNZ office
Support Venue Liaison

Prizes 
Sponsorship & Liaison

1. Tournament Director

A Tournament Director should be appointed by the host club.  This person should take ultimate responsibility of running the event.  Although there will be many other people involved in the tournament committee, the Tournament Director will provide a singular point of contact for communication with Squash New Zealand.  

2. Sponsorship 

As with all tournaments, any sponsorship able to be attained helps greatly with the overall result.  Squash New Zealand cannot stress enough the importance of ensuring the maximum value and exposure possible for any sponsors, in order to increase the likelihood of sustainable long-term relationships between businesses and squash.

Please note that catering and programme costs need to be factored into the event budget, and in both cases should be self-supporting.

3. Squash New Zealand Liaison

The National Office will furnish any information you require.  Please do not hesitate to contact the office (09 815 0970 or admin@squashnz.co.nz) if you have any queries.

4. Tournament Poster

A poster should be produced for electronic delivery.  Squash New Zealand will assist with its promotion using its newsletter and website. 

The poster should include:

· The scoring system to be used PAR11 (+2), 
· The Squash New Zealand logo, 
· Any sponsors logos,

· When players need to be available to play from,

· When entries close, and

· Should a subsidiary club be required, due to the number of entries, the name of this club.  Eg: “XXXXX Squash Club will be used if entries necessitate”.

Copies of previous posters can be provided by Squash NZ.

5. Entry Fees

The entry fee for the Nationals should be set in consultation with Squash New Zealand.  

6. Entries

Entries should close one to two weeks before the event begins.  This should be indicated on the poster.  As soon as entries have been collated we would ask the Tournament Director to arrange to have the list of entries in an excel spreadsheet emailed to the National Office, so seeding can be organised by the national selectors.
Entries are open to players from around the world.
Players in the Open Draw must be available to play from Friday evening.  Matches between local players and/or early arrivals play can commence earlier.  
Please note all players must have a New Zealand grading.

Seedings will be carried out by the Squash New Zealand Senior Selectors.

7. Draws & Court allocation

All games in the Open and Division One must be played at the Host venue.  

The draw is a placed draw.  All matches are the best of five with PAR Scoring (+2).  All draws will be played out completely, i.e. – based on a 32 draw - 3rd/4th playoff (semi final losers), Classic Plate (third round losers) Special Plate (second round losers), Plate (first round losers), Consolation Plate (first round plate losers).

All championship draws should follow as a guide playing times as used in previous tournaments.

On Sunday afternoon, when the Championship Finals are being played there should be no other courts being used – if possible.  All focus should be on the Finals.

All seeding, draws and times for the Open and Division One will be completed by the host club in liaison with the National Office.  A completed draw with times should be sent to Squash New Zealand for checking before it is published.

Court allocation format:

The most successful format used for this tournament has been the straight court system where a contest is allocated to a specific court.  This is preferred to the rolling court system where the next match coming up on a list is allocated to the first free court.  This is also desirable in the allocation of referees.  Players, supporters and media personnel prefer that a particular court be known in advance so they can attend that location without fear of having to shift.

8. First Playing Times

Playing times for players in district teams can be sent direct to the District concerned. All other individual entries should be notified separately.

9. Balls
The Championship Ball as set out by Squash New Zealand will be used for all grades and divisions. Balls will be forwarded to you from the Squash NZ Office as per the hosting MOU.

10. Refereeing

National Referees will be allocated to the event by Squash New Zealand.  The Tournament Referee will allocate National Referees to particular matches in consultation with the Tournament Director.   All players must be instructed to mark and referee games immediately following their own game as per usual.  
11. Trophies

SNZ will provide the perpetual trophies for the Open Division. These will be available for presentation at the Awards Dinner and returned immediately to the Squash New Zealand Office. 

12. Prizes

For the Open and First Division cash prizes as set out in the schedule from Squash New Zealand will be presented. All prizes should reflect the final placing (3rd and 4th placing have different prize amounts).

Guidelines for Distribution (16 Draw)

	Position
	Percentage of 

prize money
	Position

	1
	32%
	Winner

	2
	24%
	Runner-up

	3
	18%
	Third place

	4
	10%
	Fourth Place

	5
	7%
	Special Plate Winner

	9
	5%
	Plate Winner

	13
	4%
	Consolation Plate Winner


For example: South Island Championships (Men’s and Women’s) top two divisions
Note: The ratio of prize money between Open : Division One should be approximately 3:1.

	Position
	Men’s Open Division
	Women’s Open Division
	Men’s Division One
	Women’s Division One

	1
	$800
	$800
	$230
	$230

	2
	$600
	$600
	$150
	$150

	3
	$450
	$450
	$120
	$120

	4
	$250
	$250
	$90
	$90

	5
	$175
	$175
	$80
	$80

	9
	$125
	$125
	$70
	$70

	13
	$100
	$100
	$60
	$60

	TOTAL
	$2500
	$2500
	$850
	$850

	GRAND TOTAL
	$6,700


13. Official Representation

A representative from Squash New Zealand will be on hand if possible.

14. Gallery seating
Sufficient seating should be reserved for officials, sponsors and referees.

15. Publicity

This requires coordination with local media outlets well in advance to ensure maximum coverage possible.  Squash New Zealand contracts the services of a Media Manager who will be available to assist with national media channels. 

The tournament should appoint a publicity officer to cover these areas and keep all media sources up to date.  It is essential that the person in charge of publicity is able to give it the priority and attention it requires, as late or incomplete results result in non-publication.
16. Social Programme

Social events are an important part of the attraction of national events, and should be planned accordingly.  It is in the host club’s interest to ensure a strong programme of social events is offered, which will keep players at the club and increase bar and kitchen revenue.

It is of utmost importance that:

· All events are publicised well in advance so that players have an opportunity to plan around them; and

· The kitchen stays open late into the evening when social activities are on.  One of the most common reasons for players leaving the club is hunger.  When this happens they do not often return.

17. Accommodation
All participants are required to look after their own accommodation.  However, host clubs are encouraged to establish relationship with local motels to the mutual benefit of the club and entrants.
18. Prize-giving 
Immediately following the finals a short prize-giving should be held including sponsors, Squash NZ representatives, and the tournament controller.  This is the forum to give out all of the prizes (cash, trophies, etc).  Short speeches from sponsors may be appropriate.
The host club is asked to take photos of prize winners for Squash New Zealand records, and promotional purposes.  This can be a club member with a digital camera.  

19. Catering
The host club shall make available for purchase to players, supporters and officials food as follows:

· Lunch available for purchase on each day of competition. During the interdistrict teams event lunch is provided free of charge to the number of team members who have been paid for.

· Evening meals shall be available for purchase if playing times extend into the evening;

· Snacks, confectionery, soft drinks etc should be available for purchase throughout the event;

· Tea/coffee and fresh water should be available free of charge at all times.

Suggestions for lunch: cold meat and salad; fresh bread rolls; filled rolls with meat, cheese, salads; Pasta salads; fresh fruit; fish or pies with vegetables; lasagna; casseroles.

Evening meal suggestions: Fish & chips; steak; chicken; pasta; pizzas; vegetarian choice.

In all cases, a well organised kitchen that complements the bar serves the needs of the club as well as the needs of all the players at the tournament.

20. Court Attire Standards

The Squash New Zealand Court Attire Standards is enclosed for your use and should be on display for all to see.

21. Results

During the event, results need to be updated at least every day (but preferably after each round) for players, supporters and the media.  At the conclusion of the event, a complete record of the results must be sent to the SNZ office as soon as possible. 
It is of vital importance that full results (including full game scores) are recorded and reported to media promptly.  Incomplete or late results will be left out of news reports, to the detriment of the event and the sport.
It is the responsibility of the host club to enter results into the grading list at the end of the event.  This needs to be done within five days of the event’s conclusion.

22. Tournament Summary Report

Squash NZ requires a report to be sent to the office no later than 30 days after the event.  The report should include any suggestions that you may have to improve the present format, as well as photos of winners.  A report template can be provided.
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