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1. Introduction
This handbook outlines the key roles, responsibilities, criteria, and the Code of Conduct for the Netball Ontario Provincial Team Manager. It is intended to support consistent and professional team administration and to provide a practical reference for managers appointed by Netball Ontario.
2. Qualifications
All appointed Provincial Team Managers must hold or complete the following qualifications prior to assuming duties:
1. Rule of Two course
2. Safe Sport certification
3. NCCP Managing Conflict course
4. First Aid certification (valid and current)
5. Criminal Record Check (current as per Netball Ontario policy)
3. Manager’s Role & Responsibilities
The Provincial Team Manager is responsible for the coordination, administration, and welfare of the team. Specific duties include:
a. Serve as the main liaison between the players, team & game officials, and parents (if U23).
b. Ensure all players are informed of schedules, expectations, and updates.
c. Maintain an up-to-date contact list for players and team officials, including medical and emergency contacts.
d. Ensure all required forms, registration, and permissions are completed and submitted on time.
e. Support the coach with athlete well-being, and team morale.
f. Provide emotional support, especially during travel or competition.
g. Organize travel, accommodation, and meals in line with Netball Ontario policies.
h. Ensure adherence to the Manager Criteria and to Netball Ontario policies and procedures.
4. Pre-Season Planning
a. Organize an introductory team meeting to introduce officials and set expectations.
b. Confirm training schedule, venue bookings, and any equipment needs.
c. Distribute and collect all required forms: medical forms, player information sheets, consent forms for U18 players, player criteria documents, and travel code of conduct.
d. Order or verify uniforms following team selection.
e. Confirm payment deadlines for levies/Ins., squad fees, and national event fees.
f. Schedule and record fitness testing or evaluation sessions (in consultation with the fitness trainer).

5. Practices
a. Maintain and store Netball Ontario’s bibs and balls for all practices.
b. Track attendance and player availability and keep records.
c. Ensure players have paid squad fees and follow up on any outstanding payments.
d. Assist with court marking and logistics as required.
e. In communication with the treasurer, purchase tape and forward receipts for reimbursement.
6. Game Day Duties
a. Confirm match time, venue and any travel arrangements with the team & team officials.
b. Bring necessary equipment: match balls, two (2) sets of bibs per team, team tracking sheets, clipboard, pens, and pencils.
c. Ensure players meet uniform and appearance standards (short nails, no jewelry).
d. Ensure captain conducts the toss in the presence of the appointed umpire when required.
e. Complete and submit the game registration/form with all player names as required by competition rules prior to each match.
7. Communication & Administration
a. Establish a primary communications channel (e.g., WhatsApp group) and an official email chain for formal notices.
b. Maintain a shared calendar (e.g., Google Calendar) for all expectations, training and schedules.
c. Keep attendance and behavior records and retain them securely. 
d. Escalate concerns through proper channels rather than public discussions
e. Update the Netball Ontario Board of any significant injuries, safeguarding concerns, or issues after team selection.
f. Ensure timely and clear information is shared before, during and after competition.
g. Attend all required meetings, training sessions, tournaments and games
8. Travel & Accommodation(in consultation with the Treasurer)
a. Make travel arrangements in consultation with the Treasurer and coaching staff.
b. Book airfare within two (2) weeks of team selections where feasible to secure favorable fares.
c. Reserve accommodations close to the venue and with breakfast included when possible.
d. Confirm local transport arrangements, including pick-up and drop-off points.
e. Organize team meals, hydration plans, and confirm dietary requirements in advance.
f. Provide  team uniforms to all selected players, & team officials.
g. Prepare rooming lists for all teams and set curfew and wake-up time expectations for U23 teams.
h. Act as chaperone where required and ensure duty of care responsibilities are met.
i. Prepare and circulate a detailed itinerary prior to departure.

9. Budgeting & Equipment(in consultation with the Treasurer)
a. Track uniform distribution (issue/return) and equipment inventory.
b. Record all payments and maintain receipts for travel, accommodation, and squad fees.
c. Support Netball Ontario fundraising initiatives as required.
d. Maintain a spreadsheet for expenses/receipts and submit post-event reports.

10. Code of Conduct
This Code of Conduct sets out standards of behaviour and professional expectations for Provincial Team Managers representing Netball Ontario.
Standards of Behaviour:
a. Punctuality: Attend all scheduled activities and be on time for duties and travel.
b. Respect: Treat players, team & game officials, volunteers, and parents with dignity.
c. Substance Use: Refrain from alcohol or illicit substance use while on duty and during team events.
d. Social Media: Do not share confidential, derogatory, or inflammatory content about the team or individuals on social media.
e. Conflict of Interest: Declare any potential conflicts of interest to Netball Ontario immediately.
11. Disciplinary Process
Managers who fail to adhere to this handbook may face disciplinary action depending on the nature and severity of the breach. Possible actions include but not limited to:
a. Verbal or written warnings
b. Temporary suspension from duties
c. Remove from  the managerial role following an internal review.
d. Report to Netball Ontario's Disciplinary Committee for review
12.  Appendix: Forms
a. Medical Information Form (sample placeholder)
b. Player Information Sheets (contact, medical, emergency contact)
c. Parental Consent Form (for U18 players)
d. Travel-code of conduct
e. Managers, Coaches, PC&FT, Player Criteria Acknowledgement (copy of the criteria provided to all)
13. Acknowledgment
I confirm that I have read, understood, and agree to adhere to the Netball Ontario Provincial Manager's Handbook.
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