Guidelines and Responsibilities for Managers and Coaches representing South Africa at International Tournaments  

Manager Responsibilities

COMMUNICATION BEFORE THE TRIP

· Managers would be required to contact all players to notify them and congratulate them on their selection to represent SA.
· Managers would be responsible to communicate all information to players about the tournament, and keep them up to date about arrangements.
· They would need to communicate the confirmation of acceptance of player’s availability for the tournament, and notify CHESSA timeously if there are any withdrawals, so that replacements can be selected.
· They would need to collect all information per player that would be required to enter the tournament and to travel e.g. passport no’s, ID’s, Medical aid info, emergency contact information etc (A form will be attached).
· If applicable, an official letter should be sent to the headmaster of the school, acknowledging the players achievement in representing the country and in certain instances, requesting for leave of absence if players are away during school terms.

· If applicable, a letter may be required for players to present to sponsors, stating what may be needed in the way of financial funding.


TRAVEL AND BOOKING ARRANGEMENTS

· The manager must register all the players with the tournament organizers before the deadline dates.

· Travel arrangements for all players and accompanying persons would need to be booked.

· All accommodation arrangements for the group would need to be made and confirmed, including any additional days outside the tournament dates. Sometimes flights can be limited and players may need to arrive or depart a day or 2 outside the tournament dates, depending on airline availability. 
· Transport to the from airports (outside SA) needs to be arranged

· Travel insurance??? 

FINANCIAL INFORMATION

· The manager needs to draw up the tournament budget and submit it to CHESSA.
· They would need to invoice all players with costs and amounts due, notifying each player of the required bank details.   
· They would need to ensure that all monies have been collected.

· A list of requirements for VISA applications would need to be given to all travelers (if necessary).

· A letter needs to be written for each player to apply for foreign currency, as this is required by the bank, stating where they will be staying, reason for travel etc or any other requirement by the bank.
· Managers are responsible to organize the payments for travel (or arrange with the treasurer).
· Managers are responsible to organize the payments for accommodation (or liaise with the treasurer).

· Managers are responsible to organize the payments for entry fees (or liaise with the treasurer).

OTHER

· If for any reason the manager is unable to perform any of the required tasks, they should ask for assistance and not just allow things to get delayed.

· Dress code while representing South Africa needs to be arranged and communicated. 

· If players require official SA colours, a letter needs to be supplied to the individuals to present to the official supplier (Burger Brothers?) with permission to purchase the national outfits.
DURING THE  TRAVEL / TOURNAMENT

· On arrival, managers must check all players have been entered into the tournament and notify the organizers if any changes need to be made.

· Managers must at all times be able to contact parents/guardian or relative if necessary while away i.e. keep all contact information while traveling.

· Managers are expected to be fully supportive and encouraging to the players when needed, and available at all times within reason.

· They would need to assist in any adhoc logistical problems such as lost luggage etc, diverted flights, room allocation changes etc.

· They are expected to ensure the players are well behaved and proud to represent their country.

· They must ensure the players arrive timeously for their games and if need be wake them up in the mornings to ensure there is sufficient time to shower and eat before the game. 
· The can liaise with the coach on coaching timetable for players.

· Managers should have regular (daily) progress meetings with teams. 
· Managers are required to follow the code of conduct.
· If possible, a summary of team performance could be sent by email during the tournament to the CHESSA secretary or designated member for distribution.
· Scores of each player per round need to be kept.
· Any meetings that need to be attended by the Federation should be attended by the manager unless a mandate is given for an alternative person.
AFTER RETURNING HOME

· A tournament report feedback per player and total summary is required to be submitted to CHESSA within 30 days of returning.
Coaches Responsibilities
COACHING BEFORE THE TRIP

· If possible coaches could familiarize themselves with the various players’ styles and research where possible (the could collect as much information as possible for the games database with regard to each player, to analyse via chess programs such as CHESS BASE).

· In certain instances, coaching sessions could be viable before the actual tournament, depending on financial and logistical constraints. 
· If possible it is recommended that the coach has a laptop computer to analyse games to the fullest extent with current available systems.
DURING THE TOURNAMENT
· The coach is required to assist all team players equally.
· In cases where 2 SA players become opponents, the coach should withdraw from advising either player and should have an unbiased approach towards both players. Any private coaching against players from the same team should be done before the tournament, as a national coach is selected in the interest of all the players represented.
· He/she is responsible to ensure that the players are adequately prepared for their games, by researching their opponents’ games on the international database (e.g.CHESS BASE), and assisting on advise of optional lines.
· After each game, the coach is expected to go though the games if requested to do so to avoid players duplicating errors.
· The coach must abide by the code of conduct.
· The coach must respect the manager.

· The coach must be available to assist players at reasonable times and keep to the coaching program specified by the manager.

· If possible, a summary of team performances could be sent by email during the tournament to the CHESSA secretary at chessa@gjca.co.za  or designated member for distribution.
AFTER RETURNING HOME

· The coach is required to give a technical report to CHESSA of each players’ performance and recommendations on where further improvements could be made within 30 days of returning.
