[image: image1.jpg]G SQUASH
g NEW ZEALAND




Guidelines for Hosting National Teams Events 
For the use of National Teams Event Tournament Directors, including: 
· Cousins Shield/Mitchell Cup

· Superchamps

· NZ Masters Club Teams Championships



The following are the main points requiring careful attention to ensure a successful teams event.  Please use this document as a checklist, and contact Squash New Zealand with any further queries.
ORGANISING COMMITTEE

Your committee needs to provide coverage of the following:
Tournament controller

Publicity and results

Bar/refreshments

Cleaning facilities
Programme

Accommodation availability-motels etc
Catering

Gallery & Seating control

Trophies – from SNZ office

Disputes

Prizes


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 may 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 6775) if you have any queries. 

4. Accommodation

The host club is encouraged to negotiate sponsorship arrangements with nearby motels, and pass on any accommodation recommendations/special deals to entrants.

5. Poster/Event Information

A poster advertising the playing dates and times of the event should be produced for stand-alone events like Cousins Shield/Mitchell Cup, and Masters Club Teams Championships (but shouldn’t be needed for Superchamps).  Additional information, on nearby accommodation, the social programme etc, should be provided for all teams events.  As the event draws nearer, regular newsletter updates to team captains including this information are a good idea – and help ensure support for any initiatives the club plans to hold. 

Copies of previous posters can be provided by Squash NZ.

6. 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.

An important and traditional component of Superchamps events is the skit night – usually held on the Friday evening at the club.  The host club should publicise a theme well in advance to allow teams to plan for this.  

It is of utmost importance that:

· All events are publicised well in advance so that teams 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.

7. Scoring

Cousins Shield/Mitchell Cup, B Grade Superchamps: PAR to 11 (+2).

All other teams events: PAR to 15 (+2).
8. Entry Fees

Entry fees for all national events must be set in consultation with Squash New Zealand.  

9. Seedings and Draws
The draw format, and timings, need to receive approval from Squash New Zealand.  In general, 3.5-4 hours is sufficient for each round of a teams event.  It is better to err on the side of shorter than longer, as keeping teams at the club helps the event retain atmosphere.
Seedings also need to be checked by Squash New Zealand, and in the case of Cousins Shield/Mitchell Cup, decided by the national senior selectors.

All Draws with timings must be emailed to the Squash NZ Office for sign off before publication.
10. 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.

11. Refereeing
National Referees are not allocated to national teams events.  Players referee on the court adjacent to their tie, in an order dependent on the playing order.  Host clubs are encouraged to organise National/District/Club Referees for the finals.
12. Finals 

Where possible, it is a nice touch to promote the finals as much as possible.  An MC with a microphone to introduce players is a simple way to do this.
13. Additional Cleaning

The high traffic coming through the club throughout an event of this size will require some additional cleaning throughout the event.  It is important to ensure courts are swept every morning, rubbish bins emptied, changing rooms cleaned etc.  Any additional costs arising from this need to be factored into the tournament budget.
14. Trophies and photos
SNZ will provide the perpetual trophies, as well as banners, for the event.  Host clubs are asked to ensure photographs are taken of winning teams with their trophies.  This may be a club member with a good digital camera, but the ability to have the photographs emailed to those who wish to have them is essential.   
Host clubs are encouraged to provide small mementos/prizes for the winners (e.g. bottle of wine).
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. 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 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.

17. Programme 
A printed programme is an ideal way of making information available to players and supporters at the tournament.  Messages from the club, sponsors and other officials of the sport may be included in this printed programme.  If you would like to include past records of winners, please contact the Squash New Zealand office.
18. Catering 
It is of vital important, both to the players, and to the overall result of the host club (the later the kitchen is open, the longer players will hang around and socialise) that the kitchen is well stocked and open for as long as possible.  The host club shall provide food available for purchase for players, spectators and officials as follows:

· Lunch available for purchase on each day of competition. 

· 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 must be available free of charge at all times.

· Lunches must be provided free of charge (as part of the entry fee) to all paying players/coaches/managers as specified in the event MOU.

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.

19. Disputes Committee
As per the specific rules of each Teams Event, a disputes committee needs to be appointed to oversee any disputes that arise before or during the tournament.  It is important that this committee is organized well in advance, in case any disputes arise around team entries.  The recommended make-up of the committee is five people, with any three constituting a quorum (meaning if one or more people is unable to be contacted a decision can still be made).  
The disputes committee should include a Squash New Zealand representative, the tournament director, the tournament referee, and two other suitable persons.

20. Tournament Report
Squash New Zealand 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.  A report template can be provided.
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