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INTRODUCTION 
 
The Team Managers Handbook has been developed to assist Team Managers in their important role as 
part of a team within the BJRU. 
 
In compiling this handbook it has been the intent to cover most aspects of team management, aimed 
primarily at the Club Team Manager and in particular first time managers.   It must be remembered 
that at all times the wishes of the club or parent body are to be taken into account. 
 
Representative Teams - this handbook is also applicable to them, with a separate document 
Representative Teams - Guidance to Managers, being primarily checklists & formats for 
documentation required to administrate a team. 
 
This handbook is to be used as a guide and with regular review it can be enhanced and in order to do 
this you are encouraged to submit any ideas or amendments to the BJRU Competition Manager. 
 
One of the most important aspects of this handbook is the Annexes (Check Lists).   Modify to suit the 
level of competition and have them handy at all times.   If you require a copy in word e-mail a request 
to the Competition Manager - compmanager@bjru.com.au 
 
It is also acknowledged and recommended that the following publications be added to your resource 
library as a manager, especially when managing Representative Teams. 

•  “What Time Does The Bus Leave?” – Concepts in Rugby Team Management by David Lewis 
– National Library of Australia 

•  “A Handbook for official of International sporting teams” - Australian Sports Commission 
 
The Team Manager is vital position in the team.  If the job is done well the team performance is 
immeasurably enhanced. 
 
The role of a Team Manager is to provide a range of services to the team and its members, to represent 
the Union or Club and be the public relations manager for the team. 
 
TEAM MANAGER POSITION 
 

Selection Criteria 
Sample selection criteria might be:  

• Highly developed administrative skills 
• Concern for and capacity to care for the welfare of players 
• Excellent communication skills 
• Patience; tolerance and a sense of humour 
• Ability to install a sense of discipline in the team 
• Capacity to build team harmony 

 
Position Description 
Sample position description might be:  

• Organize all training and other team activities 
• Provide all facilities and services to the team 
• Organize all travel arrangements for the team 
• Order, receive and issue all team kit 
• Deal with all administrative work associated with the team 
• Manage and liaise with team staff and other professional and institutions that may be engaged 

 
A more detailed Position Description Representative Team Manager can be found in the Rep Rugby – 
Info  –  Region Team Management Duties & Responsibilities at www.bjru.com.au, it is applicable to 
all levels to some extent. 

http://www.bjru.com.au/�
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RELATIONSHIPS  
 
With Coach/es 
Every manager should have a good working relationship with his/her coach.  As the manager you are 
the team leader and must set the highest of standards.  The coach and players are judged by their 
performances and the manager is there to ensure that they perform to their maximum potential through 
good administration. 
 
It is important to remember you are not the coach.  While you may be a selector, do not lose sight of 
your principle role. 
 
You need to concentrate on the key to team management – ensure that all i’s are dotted and the t’s are 
crossed”. 
 
On tour a coach will actually coach for about 25 hours in a week while the manager manages for the 
remaining 143 hours in the week.  Accordingly, this is your main job.  You are on duty the whole time.   
 
The Club/Union 
As manager your team, your Club or Union and its committee expect you to be responsible for 
everything.  You have to accept the responsibility and accountability for all team activities.   
 
Within the Team 
It is therefore essential for your own survival that you delegate tasks to other team management, 
allocate tasks to team members (Duty Players), and other persons connected to the team such as 
parents, friends etc.  Even when you delegate tasks you will still need to ensure that the tasks are 
carried out.   In order to do this you have to go out of your way to know all players, the rest of the 
Team Management and those associated with the team, i.e. parents/partners/friends etc. 
 
It is apparent though that the role of a manager varies from one age level to another.  An Under 6 team 
requires patience and a sense of fun, an Under 12 representative team requires a slightly heavy hand, 
the “mother” approach, good organization and a sense of diplomacy with the parents.  Compare this to 
a senior state team – good communication skills, high standard of administration, concern for the 
players’ welfare and ensuring that the team’s staff is well cared for.  At Under – 19 level an emphasis 
on discipline is required, in fact it is a MUST.  At Under-21 level the player wishes to be well 
organised and “allows” the management to make decisions.  Again the standard of administration and 
communication skills must be high.  At the senior state level, the players wish to know what is 
required and when, and then to be allowed free time whenever possible.  Over organization is 
discouraged.  The player is free to decide what he wants and then to ask for it to be organized. 
 
In this regard the acid test for any manager is that everybody knows where they are supposed to be, 
when they should be there, wearing the correct kit and that things happen when they are supposed to 
happen. 
 
The Family 
The Manager should make themselves known to the parents/partners of each player in the Team and 
create an atmosphere of goodwill between the Team/Club/Union and the family.  The family should be 
encouraged to take an interest in the player’s playing and to attend games.  The family should also be 
encouraged to participate fully in all the Team/Club’s activities. 
 
For a club team you would need to allocate rosters to parents for such things as jersey washing, 
canteen duty, sports trainers (or water persons), ground set-up & dismantling and other tasks as 
required by the club.   Survey the parents and find out who likes to do what. 
 
Appoint a social person or committee to organize team activities and in the case of a club to assist the 
Fundraising Committee. 
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Opposition Managers 
As the season progresses you will get to know the Managers of other teams you are going to play.  If 
possible ring them a day or so before the match to confirm that they will be there.   Greet the 
opposition manager prior to your game and give them any information that is relevant to the game eg 
you are short players, Assistant Referee details, if you have your own sports trainer to run for injuries 
etc.  A good working relationship has the benefit that if you are about to err at a match, the other 
manager will normally let you know, because for both of you the aim is to have an incident free match.   
In junior matches, to win at all costs, because of a simple mistake by the opposition, that you could 
have prevented, is morally distasteful. 
 
 
KEY TASKS 
 

1. Care of Players 
A manager needs to be like a counsellor to the players and deal with all personal problems. For 
example, leave from work, emotional problems, lack of money or a job etc.  Players have a right 
to expect that any issue they bring to you will be dealt with on timely basis.  The players need to 
know they can rely on you to deal with all issues on a confidential basis and produce results 
quickly. 

 
It is also important to listen to the players as they talk between themselves.  It may also prove 
useful to talk to senior players or a player’s committee to test the feeling amongst the players and 
to identify any niggling worries or problems. 

 
It is also important to remember and celebrate the player’s birthdays, debut and personal 
milestones. 

 
2. The Management Team 

 A manager must also manage the team staff. Communication between the staff is very important.  
This is best done through regular meetings with a set agenda, which is distributed to the staff 
prior to the meeting. 

 
These meetings should be used to review the activities of the previous days/weeks, and plan the 
next few days/weeks. For example, discuss problems identified; obtain medical reports on 
players from medical staff, allocate responsibilities to staff, review daily arrangements, any other 
issues. 

 
3. Discipline 

Discipline is a team responsibility.  In this respect it is essential that the manager is not a 
constant nagger at the players.  Perhaps the best alternative is to produce a code of conduct that 
can be agreed to by the players and staff (for junior players’ parents should be consulted). 

 
Having achieved this, the manager should establish a procedure for dealing with breaches of the 
code.  For example you may have a Player’s Committee (more applicable to Senior & 
Representative Teams), that could deal with minor breaches like wearing the wrong kit or being 
late for team training session etc.  The manager should deal with more serious breaches like 
continual lateness or missing a curfew time etc. 

 
Player Conduct - The Manager, in conjunction with the Coach, may remove a player from the 
field of play if he considers the player’s performance is not to standard, in that it is unnecessarily 
rough, foul, or that the player is using bad language or is disrespectful to the 
Referee/opposition/teammates.  They may also penalise (if policy allows) players sent from the 
field of play by the Referee, providing it is not a matter that is going to the Judiciary.  In such 
cases the Manager should strongly consider advising the player’s parents and always the Club 
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Committee.   Coaches have been known to impose their own suspensions of a week or more.    
Just ensure your policy is consistent. 
 
Judiciary -  In the case of an offence that will go to the Judiciary, the Manager should 
immediately after the match check on the procedures involved.   In the case of a club match, 
immediately inform the Club President or Secretary and seek advice on the relevant procedures 
(most competition rules have listed detailed procedures following a Send Off). 
 
In most cases the Manager will attend the Judiciary with the player.  In a club it will also be a 
member of the committee.     Under all circumstances a player must be accompanied by a Team 
Management and or Club Committee Member. 
 
Discipline is essential for any group of diverse individuals to operate together effectively.  It is 
also important that you set the example in this regard.  If you cannot accept the discipline 
required then how can you expect this from others. 

 
4. Checklists 

In order to ensure that all your jobs are undertaken, and nothing is forgotten, it is useful to use 
checklists.  The job is so big that most managers find it necessary to us these management tools.  
See the Annexes for various check lists 

 
5. Rules, Laws, Policies & Procedures 

As a Manager you should be familiar with Competition Rules and the Laws of the Game, 
Policies & Procedures.   Competition rules are especially important and contain many things that 
effect your administration of the Team, including such things as requirements for Team Sheets, 
Registration and Playing Conditions etc.  Ensure you have a copy at all matches and that the 
Coach also knows of their contents.   Such things as ARU Safety Directives are important, as are 
Game Management Guidelines.   Get a list of Policies & Procedures from you club/union. 

 
6. Managers File 

You need to keep a manager’s file. It is a comprehensive record of all team admin details and 
activities.  For example, budget, accommodation bookings, travel arrangements, rooming list. 
Agenda and note from management meeting, checklist, player photo id sheet, player team lists, 
players details sheets, medical details & emergency consent, day sheets, match results & team 
sheets, duty rosters, competition rules, injury reports etc. 
 
All of this detail is necessary for you to do your job and to enable you to complete you 
manager’s report at the completion of your duties. 
 
Attached at Annex E is a List of Items you should have in your folder and where to source them 
from. 

 
7. Register of Players 

Maintain a register of all the players in the Team, complete with full details and personal 
particulars as required by the Club Registrar or Union.     Submit any amendments once known, 
so that accurate records can be maintained and that a player is not disadvantaged by not being 
eligible to play, as this can result in penalties against the team, affect finals eligibility and 
Insurance coverage. 

 
Check with the Club Registrar/Union before compiling any player details, if it is held on 
computer, they should be able to provide a sheet with all the relevant details, including 
parents/spouses etc and home, work & mobile phone numbers, plus names.  If they haven’t got it 
obtain it. 
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8. Attendance Record 
Maintain a record of attendance at training and matches.  Take all possible action to ensure 
attendance is good, if not find out the reason and do what you can to ensure that attendance is 
improved; perhaps you need to arrange for someone else to take the player to and from Training / 
Matches. 
 

9. Contact Network (Phone/SMS Tree) 
Set up a team contact network (Phone Tree), so that you can make say four phone/sms calls to 
responsible players/parents, and they in turn have the phone numbers of four other 
players/parents and they ring the Manager back once they have passed the information as 
confirmation.  Within minutes 20 people are contacted with the necessary information, for such 
things as match cancellations etc.   It also keeps people involved. 

 
10. Fixtures & Report Timings 

Ensure that each player has a copy of the applicable fixtures, that the player or parent 
understands where and when the Team is to play (you should be the first there). 
 
On playing days ensure they know where you want them to meet you and if necessary arrange 
transport for those who are unable to make their own way. 
 
Make sure that reporting time allows the Coach plenty of time to thoroughly run the players 
through the pre-match routine.  You must ensure, that either you, or a member of the coaching 
staff, warm up players.  If they do not have warm clothes to wear after the match, ensure that you 
bring it to their or parents attention. 

 
11. Plan B 

The one certainty that you can rely on is that something will go wrong.  It is therefore crucial 
that you are flexible and calm - do not show your players that you are flustered or upset. 
 
Just think fast on your feet and move to plan “B”. To eliminate the uncertainties always have a 
plan “B”. 

 
12. Training 

Ensure that the team gets maximum possible training so that it takes the field physically fit, well 
coached in the basics of the game, properly lead on the field and in a state of high morale.  It will 
be necessary to set each player individual programs for attainment of physical fitness and 
development in specialist skills.  Obviously this is done in conjunction with the Coach. 
 
Ensure that each player knows and understands where and when to turn up for training and 
ensure that arrangements are made for their training if the Coach or Manager are not available 
for training (at a club level ring either Coaching Co-ordinator or the President). 

 
13. Medical  

Medical support is an important component of the management team. Most teams should have a 
Sports Trainer/physiotherapist as part of the team.  For Representative Teams on match days the 
host union should have a doctor at the match. 
 
An example Team Medical Kit is at Annex B. 

 
Insurance.

 

  It is important that all team members are briefed on the current rugby medical 
insurance as provided by the ARU.   For those working, Top Up Cover is available – players 
should be made aware of this. 

The Manager will ensure that each player is physically capable of playing and that any injuries 
are properly attended to and treated.  He/She will not allow any player to play who, he/she does 
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not consider to be in a satisfactory physical condition and will remove from the field during the 
match any player he/she considers should not be playing due to injury etc. 
 
Concussion – You must be aware of the new IRB Concussion Guidelines.  These override all 
previous guidelines.  A copy of the Concussion Guidelines are available at 
http://www.bjru.com.au/policy-register: 
 
In Summary: 
• Concussion must be taken extremely seriously to safeguard the long term welfare of Players. 
• Players suspected of having concussion must be removed from play and must not resume play 

in the match. 
• Players suspected of having concussion must be medically assessed. 
• Players suspected of having concussion or diagnosed with concussion must go through a 

graduated return to play protocol (GRTP). 
• Players must receive medical clearance before returning to play. 

 
See IRB Regulations below: 
 
IRB REGULATION 10. MEDICAL 

10.1.1  A Concussion must be taken extremely seriously. Players suspected of  having 
concussion or diagnosed with concussion must be removed from the field of play and 
take no further part in the Match or training.  

10.1 Concussion* 

10.1.2   Players suspected of having concussion or diagnosed with concussion must go through 
a graduated return to play protocol described in the IRB Concussion Guidelines 
(available on www.irbplayerwelfare.com).  

10.1.3  The IRB Concussion Guidelines denote the highest threshold for adolescents and 
children, which must be strictly adhered to.  

10.1.4  The IRB Concussion Guidelines shall be updated from time to time in accordance with 
best medical practice and as approved by the Executive Committee.  

 

10.2.1  A player may not receive local anaesthetic on Match day unless it is for the suturing of 
bleeding wounds or for dental treatment administered by an appropriately qualified 
medical or dental practitioner. 

10.2 Local Anaesthetic  

 
14. Hydration 

Ensure there is a team hydration policy, enforce it and have the medical/Sports Trainers monitor 
the intake by players. Water (fluids) is essential before a match, during & after, even when 
travelling.   A good example is that when travelling by road for 1 hour to get to a match, 750ml 
of water should be taken in, even in air conditioning.   The same can be said for any mode of 
travel, including air. 
 
After the match have a policy that each player is to consume at least 1 litre of water before 
anything else, especially alcohol.     

 
15. Equipment 

It is the manager’s responsibility to be accountable for all items that have been issued to the team 
by the Union or Club.   This covered in more detail in Annex A. 
a.  Practice Ball/s.  For juniors, roster out the practice ball/s to a player/s to take home ensuring 

that it will be returned the next practice session. 

http://www.bjru.com.au/policy-register�
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b.  Jersey Accountability.  Remove all Jerseys immediately after the match and place them in 
a garbage bag or similar and place in the Team bag.  It should be a Club policy that players 
under no circumstances take jerseys home unless it is for some special, or specific purpose. 

c. Jersey Care.   To preserve their colour & prevent shrinkage, forcefully suggest they be 
washed in cold water (never in hot) and bleach is not to be used.   Avoid using dryers 
(especially on hot) to dry jerseys.   Hang jerseys inside out on the washing line. Have a set 
of Washing Instructions accompany the Bag. 

d.  Return of Jerseys.   Jerseys should be returned to you at the next training session, not the 
match.   There is nothing worse than a Team ready to go and no playing kit.  Have jerseys 
folded so that the numbers face outwards and are readable.  This makes allocation of jerseys 
for game days very easy. 

 
16. Match Arrangements 

When, where, kick off time, drug testing, warm up area, seating area for coaches and reserves, 
meeting with referee, location of medical, ice etc.  
 

17. Forfeits   
Where possible always try to play your game.  U6 – U12 teams are required by law to share 
players if one side is short.  If you are short of players contact the opposition club and see if they 
have enough players to provide some for your team.  Sometimes the opposition may also be 
suffering from lack of numbers.  It may be possible that both sides play short. Where it is simply 
not possible to play or make alternate arrangements then make sure you follow the forfeit 
procedures as attached in Annex F.  

 
18. Duty Players 

Duty Players are an essential element of any team.  Because the manager’s job is so big, it is 
advisable to use duty Players to do all the little things.  Keep a roster of the team and allocate the 
job to a group of four players each day.  For a Representative Team it is advisable to use the 
reserves as the duty players for each match. 
 
Duties would include putting all team gear on the bus, getting the gear into the change rooms and 
into the Reserves area prior to the match, removing rubbish at half time from the field, tidying 
any area used by the team, and return of gear to the change rooms, etc. 

 
19. Newsletter / Press Reports 

The Manager will in conjunction with the Coach write notes on each match played for inclusion 
in the newsletter or press report.    For older age groups, why not appoint a player each week, or 
a parent. 

 
20.  Record of Player Performance 

The Manager will keep a record of points scored by each Player.  Together with the Coach 
allocate points to each player for effort on the field, this assists in knowing the players 
performance during the season.   
 
From this they will recommend players awards whether it be internal for a Representative Team; 
or for a club - to the committee for the annual presentation of trophies and awards.  Awards for 
U6 to 12 - this is normally not applicable, however a record should be maintained to assist future 
Coaches.      One idea for these age groups is a weekly player award and this can be allocated for 
any reason, good tackle, never missing training or a match, it can be endless - so share it around. 
 
At Club level teams should not give their own awards or trophies unless it is approved by the 
Committee. 
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21.  Playing Time   (This facet is applicable to junior teams.) 
 

Game Time - The Manager will conform to the club/union policy in regards to playing time.   
An example is that every Player who turns up for a match will get at least half a game, provided 
that he is properly equipped, conduct is not in question, and has been regularly attending 
training.  This Policy is to be strictly adhered to for all grades U12 and down, that is equal 
playing time. 
 
For Junior Representative (U13 – U18) & Finals Teams.   This has to be moderated against 
performance, injuries, the Team game plan and any team decisions.    For example a player in a 
carnival may not play or have limited playing time in two critical matches, but gain major 
playing time in 2 or 3 others.   The same can be said for finals, if the team decision is to win, this 
may mean that reserves will not get playing time.    The golden rule, set a policy, ensure all know 
it, including players/parents and be careful of favouritism. 
 
Maximum Playing Time - The maximum playing time in any one day for Under 19 players is to 
be 90 minutes (Refer IRB Under 19 Law Variation – Law 5 – Time and ARU Under Law 
Variation – Law 5 - Time).  This is designed to prevent players from engaging in multiple 
matches on one day during carnivals and championships, and is not intended to cover 
replacements or substitution. Players wishing to stand by for another team (as substitute or 
replacement) may do so as long as a proper duty of care is exercised in relation to position 
played, environmental conditions, age group played and common sense is exercised in regard to 
playing time in any one day. 
 
No matter what the match is called (a trial, or competition match or a knockout match or 
tournament), the total amount of playing time in any one day is to be no more than 90 minutes. 
The number of matches in the day is not an issue; the playing time is the issue. It is expected that 
proper duty of care is exercised by coaches with regards substitution or replacement of players 
and that the time issue is always the over riding consideration. 

 
22. Travel 

Double-check all details and arrangements.   Where a player can not get to a match arrange for 
someone else to take them, i.e. another parent or player. 

 
23. Itinerary 

An example of a tour itinerary can be found in Appendix I.  
 

24. Meals 
You need to consider meal times, appropriate venues for meals (restaurants or team rooms), 
ensure that the Hotel understands your requirements as to dietary requirements and quantities of 
food.  Special attention needs to be paid to the pre –match meal.  

 
25. Accommodation Requirements 

All teams need to have a team room, which is big enough for all the team and staff to have a 
meeting in comfort and to relax.  The team should have a video and TV, possibly overhead and 
whiteboard.  
 
The Physios/Sports Trainers room should be the largest available as this will be a room used by 
the players for treatment sessions. 
 
All mini bars should be removed from the rooms both to ensure the players do not over imbibe, 
and for the inexperienced, these bars can prove very expensive. 
 
For the pre-match meeting you should ensure that there is water and/ or sports drink in the room 
for the players. 
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26. Room Allocation 
The question of room allocation should be approached with caution.  It is important that the 
coach lays down his policy, e.g. should the team and reserves for a particular match be 
accommodated away from the remaining members of the touring party? 
 
Generally speaking, split the team up as comprehensively as possible and vary the room 
allocations afterward.  Watch for personality conflicts. In its simplistic form wherever possible 
mix and match, it can help team harmony.    Never place females with males.   Never place 
Adults with children unless it is a dorm type situation and even then aim for segregation. 

 
27. Travelling Expenses 

Make sure you are aware of the Club or Union policy on expenses, do not assume.   If a player, 
or official, has incurred any legitimate expenses. Have “Claims for Refund of Team Expenses” 
completed, collect the receipts and submit both to the club or union for payment.   

 
28. Team Photo 

Team Photo’s are normally scheduled by the Club or for Representative Teams the Union.   If 
not, schedule a team photo. Subsequently each player, team official and sponsor should receive, 
if funds permit, a complimentary copy. 
 

 
ARU MEMBER PROTECTION POLICY 
Be aware of the ARU Member Protection Policy.  Be vigilant for problems that can arise and do not 
discriminate.   For junior teams ensure where possible you or the Coach is not alone out of sight of 
other adults with Team Members.  This is especially critical if either of you are of the opposite sex.  
You have been warned! 
 
 
CHECK LISTS -Training, Pre-Match, During the Match, After the Match 
This is at Annex C and is fairly comprehensive with explanations.    The order of doing things will 
depend on circumstances and some of it is not applicable to the youngest teams.   With experience you 
could shorten the list by removing the explanations and relying on Key Words.    Word of warning 
though, what if someone has to take over from you at the match for some reason? 
 
TEAM SHEETS & MATCH RESULTS  as per BJRU Competition Rules 
To aid you in complying with the BJRU Competition Rules, Team Sheets & Results - as per BJRU 
Competition Rules is at Annex D.   Add it to your Managers File, right next to your Team Sheets or if 
a booklet paste it inside the cover.     Ensure that the Annex is current, this will be displayed at the top 
of the page as part of the Title.  
 
SET A ROUTINE 
Have a set routine so that the players, team management and parents become used to it.   By doing this, 
they will ask the question if you have missed something and more importantly when you are not there 
for whatever reason. 
 
SPONSORSHIP 
The only guidance is that no matter whether a Club or Representative Team, ensure you check to find 
out what is already in place, exactly what the Club or Union will allow you to do, and when it comes 
to players kit what restrictions are on size of sponsorship on each item.  
 
REPRESENTATIVE & TOURING TEAMS  -  APPROVAL (Sanctioning) 
First consideration for either, is meeting the requirements of the various Unions, State & ARU within 
Australia, Home Union to which you are travelling for overseas.   Various permissions etc are 
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required, so ensure you find out & comply.    Normally some reference to this will be found on your 
Competition web site, or the States site. 
 
REPRESENTATIVE TEAMS - GUIDANCE TO MANAGERS 
This Handbook is as applicable to a Rep or Touring side as it is to the Club Team Manager.     A 
separate document Representative Teams - Guidance to Managers can be found on the BJRU web site 
at www.bjru.com.au under Representative Teams and, strangely enough, the first item, is that this 
document is required reading.   The guide is aimed at BJRU Representative Teams, being primarily 
checklists & formats for documentation required to administrate the team.   Touring Teams will find 
the documentation very handy. 
 
 
 
Annexes: 
A. Equipment List  -  Club Team   
B. Medical Kit   
C. Training, Pre-Match, During the Match, After the Match – Check List  
D. Team Sheets & Results - as per BJRU Competition Rules 
E. Mangers Files – Items List 
F. Forfeit Procedure 
G. Medical Policy 
H. Wet Weather Procedure 
 
 
 
Ideas & Amendments Welcome 
Any ideas for inclusion, or amendments to this document are welcome, just send them to the Author’s 
e-mail address below: 
 
 
 
Last Edited: February 2012 
 
Edited By:  Kim Schuck 
  Competition Manager 
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EQUIPMENT LIST  -  CLUB TEAM 
 
1. Responsibility. Take responsibility for the Teams equipment that is provided by the Club.  
Ensure that it is kept complete and maintained in good condition.  Report any losses, damages, 
requests for replacement, or additional equipment, to the Secretary or a Committee Member. 
 
2. Last Match. Get all equipment back from everyone including the Coach/Team Management.     
Roster yourself onto jerseys for this week to ensure you have them.   Clean all gear, drain & dry water 
bottles (dishwasher does a good job).   Note any deficiencies.   Return when requested. 
 
3. Recommended Kit. A team equipment list is below.   Your team depending on age may not need 
all these items and the club may not supply all these items.   If they don’t ask, and if you need it source 
it from Team Funds.  All quantities are recommended only. 
 
ITEM QTY  /  DESCRIPTION 
Jerseys   (U6-8) 10-12   (U9) 15-17   (U10-11) 18-20  (U12 upwards) 22/3 plus blood jersey 
Jersey Bag  1 (possibly 2 for seniors if carrying shorts & socks) 
Managers Bag/box  laces, tags, spanner, electrical tape, garters (stocking strips), plastic bags for ice & 

wet jerseys, emery paper or file for tags, strapping tape, pens etc 
Spare Socks   QTY  (sell to players) 
Mouthgard/s Spare  QTY (sell to players) 

Assistant Referee Flag 1 
Assistant Referee Vest BJRU 
Team Official Armband 
Or Vest 

Mandatory for BJRU Teams, one of the Team Management is to wear it and this 
person is the contact person for the team. 

Trainer Vest U6-8 @ 1             U10 upwards @ 2 
Water Bottle Carrier (U6-8) 2 @ 6        (U9 -11) 1 @ 6 & 1 @ 10  (U12 upwards) 1 @ 6 & 2 @ 10 
Water Bottles (U6-8) 12             (U9-11) 16              (U12 up) 22 or more depending on team 

For health reasons use Chin Sippers or jet stream bottles 
Medical Kit  1  (Generally held & maintained by Sports Trainer) 
Bucket & Towel 1 optional 
Esky  1 with Ice or Cold packs   (Most clubs will generally supply ice for injuries.) 
Team Sheets/Book These will be printable each week.  Carry a couple of blank sheets for emergencies 
Ball (Match)  1 
Player Movement Dockets QTY   Only needed for U15 up 
(The following items are generally in the possession of the Coach) 
Balls (practice) 4 minimum 
Net Bag (for balls) 1 
Pump & Needle  1 
Markers Field 20 
Whistle 1 
Kicking Tee  1 (U9 upwards), or sand  
Hit Shields 1 or 2 if they can be sourced. 
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MEDICAL KIT 
 

1. As the age of the teams vary so do their requirements for First Aid.  You may not need the 
items about to be listed, but this is what “A” Grade carries.  Like the boy scouts long 
standing motto “Be Prepared”.   

2. If you have a Sports Trainer, they will maintain this kit and may have much more than this.    
3. Note this is not the kit held by the On Duty Medical Person of a Host Club, it would be far 

more extensive. 
4. Quantities are deliberately not included, as it varies from age to age, team to team etc 

 
Item Description 
Strapping -  Stretchable and unstretchable 
Finger tape Flesh coloured 
Electrical tape Team Colour? 

Good for securing ice packs to ankles etc. 
Band Aids  Various sizes 
Cotton Buds  
Arm Sling  
Rub  Goanna Oil, Metsal, Dencorub etc 
Betadine & Antiseptic  Swabs 
Bandages Various sizes 
Scissors  
Tweezers  
Soap  
Cloths –  Dishwashing type for blood/mud etc 
Small Swabs  
Large Swabs  
Sting Goes or similar  
Water Bottle Minimum 1 
Spray Water Bottle –  Remember do not spray into a persons mouth, you can cause them to choke. 
Freezer Bags & Tags, or 
Cold Packs  

For Icing Injuries 

Esky   
Saline Solution  Teaspoon of salt in 600ml bottle, best thing for cleaning wounds. 
Heat Blanket Optional 
Sharps/Blood Container  
Gloves and so forth  
 
 
Note: Ensure you check the kit and dispose of any items which are or will be beyond there shelf life 

during the season. 
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TRAINING, PRE-MATCH, DURING THE MATCH, AFTER THE MATCH 
CHECK LISTS 
 
TRAINING 
Before  Check 
Times Venue availability will dictate  
Venue Available, what restrictions, access (keys or someone to open) to toilets, 

change rooms, equipment 
 

Team/Parents Informed – time, location, gear required, runners, boots, towel & togs, 
mouthguard always 

 

Training Bag Encourage all players regardless of age to bring a water bottle (mandatory or 
you supply them) and bag to training and matches containing: a change of 
clothing (top, bottom, underwear, footwear, socks), towel and plastic bag for 
wet gear, spare tags if they wear boots.   Centralize the bags where they can 
be watched (theft) and for water bottles in a convenient area close to training 
area.   Nothing worse than being wet & cold waiting to go home. 

 

Weather Do not waste a programmed training session, ring coach, alternate plans such 
as video session, white board discussing game plan and or principles of the 
game, gym or pool session, the list is endless, even access to a confined 
undercover area – surprising what ball skills and quick reaction drills you can 
do.   Perhaps a bonding session i.e. game ten pin bowling. 

 

Equipment Access (keys etc), goal post pads (MUST be on posts when training), scrum 
machine (inc Pads), Markers, Balls, Medical Kit, tackle bags, hit pads, tackle 
suits, agility polls,  ladders, 

 

Sundries Ice,  
Specialists Coaches can they be accessed, does it fit in with coaches plan, share them 

with other teams (i.e. access a specialist hooker, gather front rows from other 
teams to maximize benefit of the visitor).    For young players do not 
overexpose them to a specialist coach, a session with possible follow up next 
session and then return to confirm a couple weeks later? 
Ensure players show appreciation. 

 

At Training   
Arrival Arrive early, check all of above.  
Messages Check for handouts, messages, any change to fixtures, etc.  
Duties Check that any persons allocated duties/on roster are present or arrange 

replacement. 
 

Coach Any last requirements & ensure at end you access to all before they disperse.  
Parents Talk to parents, jerseys are returned, match roster – check they are aware.  
Medical Speak to, injury decisions, concussion, records have been updated.  
End   
Equipment Put away, inc Goal Posts, scrum pads etc  
Area Clean   
Team Brief  Time next training & what is required: and/or  

When fixture is on, where, dress enroute, arrive by, kitted by. 
Remind bring Bag, Hydration, after match requirements/functions. 
Pass out handouts, Messages. 
Birthdays/Milestones - any do them. 

 

Parents Refurbish area – chairs etc  
Last things: Check area is tidy, lock up, lights off etc.  
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MATCH DAY 
 
The first section deals with some items to consider if you are the only Team at home and is then 
followed by items to do on or just prior to match day and then the match day itself. 
 
HOME MATCH REQUIREMENTS 
 

The Club will have a set of instructions and persons allocated to carry out most of the tasks.  However if 
you are the only Team playing that day ensure you check with the committee to ensure everything is 
covered.  You will need to roster persons to tasks and try to have everything set up before people start to 
arrive.   The following will give you the basics; they are in order of priority: 

What Do I Do? 

 
Set Up 
a. Access – keys or someone to open  buildings, sheds, Ambulance Access 
b. Doctor/First Aid/Medical Treatment available. 
c. Playing Enclosure - appropriately Presented, Marked and Dressed Field, Goal Posts Padded, Ropes up, 

reserve seating, etc. 
d. Footballs properly inflated. 
e. Adequate dressing rooms, don’t forget to check the toilet paper. 
f. Referee’s facilities. 
g. Assistant Referee Flags. 
h. Field Marshall & Club Official Appointed for the match/day. 
i. Canteen, inc roster. 
j. Scoreboard (if applicable). 
 
Other Considerations 
a. PA Announcer. 
b. Ball Boys appropriately attired. 
c. Dressing Room Security. 
d. Dismantle - who is going to take everything down, empty bins etc. (hint appoint before half time, you 

are busy at the end). 
e. Clean up the area of tape, any rubbish and return all chairs and equipment to where they belong.  

Especially ensure that if using a change room it is cleaner than how you found it, i.e. rubbish removed. 
f. Tell the Referee to have a drink on the club - especially if they are not being paid! 
g. Results – depending on Club policy, the last Team may be required to submit results for the day. 
h. LOCK UP, Lights Out. 
 
Preliminaries (day prior to &  the morning of the match) Check 
Weather Conditions Match on, wet weather gear, umbrella etc  
Equipment Loaded See Team Equipment List.  
Managers File Team Sheets, Competition Rules, Policies etc, checklist, player team lists, players 

details sheets, medical details & emergency consent, day sheets, match results & 
team sheets, duty rosters, Player Movement Dockets, etc. 

 

Team Match List From Coach, positions, jerseys number.  
Team Sheet Download printed sheet with spare blank sheets.  
Birthdays/Milestones Identify.  
Lollies/no acidic 
fruit 

Qty (Juniors roster parents)  

Match Ball Club matches, inflated.  
Pre-Match Muster Yes/No, where when, departure time.  
Duty Players Allocated for Bags, Team Kit, Water, Clean area.  
Presentations Do I need items, pins, plaques etc – normally not for Club matches  
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      Pre-Match    Check 
Presentation of 
Team 

Ensure that every time the Team takes the field it is well presented, clean, tidy 
and equipped with well fitting gear.  That is: 

a. A clean Club jersey with no tears or loose numbers, no two numbers the 
same (if there is use tape to put a 1 or 2 in front of it). 

b. A correctly fitting pair of Club/Union approved football shorts. 
c. Suitable athletic support or other personal protection as is considered 

appropriate for age and size of the player. 
d. A mouthguard. 
e. Clean socks, discourage their use at training, keep them for match play.   

Garters to hold them up always in short supply, collect used stockings, 
cut into strips that can be tied in a bow, better than electrical tape, as they 
can be used again & also stretch when put under pressure & do not cut off 
circulation, issue a set to each player at the start of the season and then 
have plenty in the ‘old box’. 

f. Spare pairs of socks are handy, as players forget to bring them. 
g. Boots, appropriate, clean, serviceable laces, fit correctly, that tags are 

clean and safe (no sharp edges or pointed - Emery Paper/File). 

 

Arrival at Venue Before Team if not travelling with them.  
Control of Players Before a Match.  On arrival immediately get the Team away from other teams, 

spectators etc.  Only then can you get control over the players and their full 
concentration on preparing for the match. 

 

On Arrival Check Team Official Armband or Vest – put it on.  
 Field Allocation & Warm Up Area  
 Change Rooms & Toilets Allocation, keys.  
 Ice Availability  
 Medical Location – notify medical if you are going to use your own medics  
 Reserve Seating Arrangements - both teams same side of field adjacent to half 

way.   Finals – position of 4th
 

 Referee. 
 Post Match Activities  - Are there any, presentations etc, Location, Time, Dress, 

Expectations of the Team – Captains / Coaches Response etc (for Club matches 
Opposition Manager would be source of this information). 

 

Water Bottles Fill & nearest access during match.  
Prepare Team Strapping, dress, etc  
Warm Ups Who, equipment.  
Opposition Manager Seek out.   Organise an exchange of team sheets and a sign on time for both 

teams.  Number of front rowers available in your team. Clarify substitution 
procedure.   Points of dispute taken to the Referee or Officials before the match 
commences – decision/s should be final at this stage & abide by it, do not show 
contention around the players.  This means, take it up through the appropriate 
channels, i.e. Club Age Group  
Co-ord / Club Official or Committee there and then or follow it up later. 

 

Assistant Referee Club matches normally the Team has to supply an accredited Assistant Referee. 
Arrived.   No - Replacement not available, ask opposition if they can supply. 
Ensure the Assistant Referee reports to the Referee, well before start of the match. 
If you do not have an accredited Assistant Referee for the game, the person filling 
in is NOT TO WEAR THE ASSISTANT REFEREE VEST. 

 

Trainer/ Water 
Persons 

Arrived.   Issue Vests.   Normally Maximum of 2. 
Attend to players in the first instance and then call for the Medical Person 
allocated at the ground if needed.    

 

Referee Seek Out, report if the Team is ready to play or not, confirm any points of 
contention, arrange Boot & Attire Check, Captains Toss. 

 

Kicking Tee Who –Sports Trainer.  
Duty Players Allocated for Bags, Team Kit, Water, Clean area,  
Half Time lollies Arrived (Juniors - roster parents)  
Final Positions From Coach  
Into Change Room Birthdays/Milestones, Match Ball to Captain (Club Matches)  
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Security Change room - not lockable - take everything & ensure someone can watch your 
Teams equipment & bags at all times.   Consider ‘Valuables Bag’. 

 

On to Field Duty Players – clean change room/area, bags, team equipment.  
   
During the Match.  Check 
Code of Conduct Ensure: 

a. That the Team plays clean football in accordance with the Laws and 
in the spirit of Rugby; 

b. That the Team treats the referee and his/her decisions with the respect 
due to his/her Authority; 

c. That the Team Supporters (mainly parents) encourage the Team in a 
suitable manner and do not use bad or abusive language and do not 
urge the players to use rough play or unsportsmanlike behaviour; 

d. That the Team gives proper acknowledgment to their Opponents and 
the Referee after the match, 

 

Team Sheet Maintain or have someone do it. Put in Ref, Assistant Referees & Managers 
names. 

 

Reserve Players Control.  
Replacements Control & Record, (U15s up use Player Movement Dockets) consult with 

opposition manager, avoid breaches of Law/Rules. Movement dockets to be given 
to the opposition manager before the player takes the field. 
All Replacements through 4th

 

 Ref (if allocated) & Assistant Referee. 
Trainers Not breaching laws/rules.   They are required to be seated or kneeling just inside 

the barrier when not doing their duties, they do not prowl the area inside the 
barrier.  Problems – as for Assistant Referees below. 

 

Assistant Referee Yours – not breaching laws/rules.   Not to wear Assistant Referees vest if they are 
not qualified.  No barracking, or Coaching they are an official.   Warn & Replace 
if necessary or Field Marshall will. 

 

Hydration Is it happening?  
Medical Have your Med Person complete injury reports and start Medical Reports on 

injuries, at least a notation. 
 

Coach/s Not Breaching the laws/rules  -  Emotions run high, some are prowling cats in a 
cage, others yell out – fairly useless as normally a player cannot hear or they 
become distracted & worse still look to the sideline for directions all the time.  
Others are the quite type.   Get to know their habits and head trouble off.    If the 
Coach does well tell them, no one else will. 

 

Sin Bins Record on Team Sheet, and you or Coach counsel player.  
Send Offs Record on Team Sheet   See After Match Procedure.  
Pre-Half Time Fill water, lollies/no acidic fruit, medical kit handy, who taking what  
Half Time: 
Who 
Parents/Spectators 
 
Place 
Players 
Medical 
Cease talking 
Medical 
Off Field 
Referee 
Captain Talk 
Clean Area 
Replacements 
 
Refill Water.   

 
Only Team Management & Reserves with Team. 
They are not allowed inside the playing enclosure and are a distraction anyway. 
At about 22m facing & in the half from which they will restart play. 
Sit down in an arc  -  water. 
Ask about injuries etc. 
Hand over to Coach for half time instructions. 
Drink? Lolly/fruit, Captain or reserve to do.    
Continue treatment & push Hydration with a minimum of fuss. 
i.e. change room - Absolutely no comments from spectators/parents. 
Captain to take concerns to Referee – foul play etc, for U6 -9s the Manager would 
do this. 
Of gear, tape, etc. 
Ensure they report to 4th

 

 Ref, Assistant Referee & Referee, confirm changes with 
Opposition Manager. 

Second Half As for the first 
Be alert this is when tiredness steps in, tempers fray & emotions are at their peak, 
both on an off the field. 
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End of Match  Check 
Acknowledgment Opponents & Referee  -  Captains job  
Clear Field Match following - ensure the Coach gets the Team off the field immediately  
Team Sheet Total up, Names Ref, Assistant Referees Managers Sin Bins, Send Offs 

Confer with Opposition Manger that detail & score agrees. 
Managers to Referee - Referee to Sign. 
Exchange second copy of Team Sheet. 

 

Vacate Seating Immediately  -  Clean, remove team equipment bags etc.  
Post Match Talk Where? Outside Playing Enclosure if a match is following..  
Hydration Enforce.  
Medical Injuries attended to, reports filled out   
Jerseys Account for & give to person allocated for laundry, confirm return at Training. 

Hint – Washing Instructions, to preserve their colour & prevent shrinkage, 
forcefully suggest they be washed in cold water (never in hot) and bleach is not 
to be used.   Avoid using dryers (especially on hot) to dry jerseys. 

 

Remainder of Strip Representative account for as for jerseys.   Club usually player responsibility.  
Team Equipment Account for including ball/s. Assistant Referee flag & vest, Trainer vests, etc.  
Team Instructions Presentations, departure time & point, next training or meeting details, etc.   
Clean Area Includes rubbish in showers.  
Security As for Pre-Match  
Presentations As applicable.  
Travel Each player has satisfactory arrangements for the return home . 
Importantly Remember 
1. Clean up your area of tape, chip packets etc. and return all chairs and equipment to where they belong.   This 

includes prompting your spectators’.   Your team is an ambassador for your Club / Union, don’t let them 
down. 

2. Especially ensure that if you are using a change room it is cleaner than how you found it. 
   
Post Match  Check 
Results Submit as per Instructions.  
Team Sheet Update your records and submit as per Club and or Union instructions.  
Send Offs Check Competition Rules and carry out required actions.  
Match Report In conjunction with coach, write and submit as required.  
Medical Follow up injuries, especially if sent to doctor.  Reports completed & filed.  
Equipment Re-furbish, clean, serviceability check.  
Next Activity Whether training or another match, get your check list and prepare for it.  
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Current for 2012 
MATCH RESULTS & TEAM SHEETS & as per BJRU Competition Rules 

 
6.11 TEAM SHEETS & MATCH RESULTS   
It is the responsibility of each team to furnish, on official forms, via their Club to the Competition Manager, the 
results and Team Sheet for all matches played, no later than the times specified. 
 
6.11.1 Team Sheets 

Team Sheets will be completed by each team for both home and away matches, this includes Byes & 
Forfeits.    
U6 – U9 Team Sheets are to be returned to their respective Club Registrars for scanning and filing. 
The scanned team sheet file is to be lodged with the Competition Manager no later than Friday 10pm. 
The original copies are to be held by the club and must be made available to the Competition Manager 
upon request. 
 
U10 – U18 Teams Sheets are to be lodged with the Competition Manager no later than the 
Wednesday following the match or as otherwise specified.   
 
The team sheet form is to be counter signed by the referee in the space provided.  Team Sheets are to 
be filled out as follows (See – 2011 Sample Team Sheet): 

 
(i) Prior to the Match.  Filled out with details of the Match at the top of the sheet, plus the 

following: 
a. Printed in Alphabetical Order by Last Name, followed by first name or Initials, names of 

all players, including any who are unavailable on medical advice, suspension, 
disqualification, or representative duties for BJRU, QJRU, QRU, ARU.  Once the 
Competition (first game that is not a grading round for U10 up or not Pre-Season for U6-
U9) has commenced all new players are to be placed after the last player, and this order is 
not to be changed under any circumstances, including Finals. 

b. Indicate with a P or H any player who can play as a Prop or Hooker in that game. 
c. Date of Birth. 
d. Signature (if playing) or reason for unavailability.  Players in age groups Under 12 and 

older shall be required to sign the sheet opposite their name and failure to do so, if no 
other indication as to the players availability is noted, shall mean that they were 
unavailable, or did not play. 

e. Jersey No (if Playing). 
f. Print both Managers Names. 
g. Print Referee’s & Assistant Referees names. 
h. Playing Time for a Player - Where a player has played in a previous match on that day, 

the time they spent on the field during that match is to be entered on the Team Sheet prior 
to them taking the field and they are not permitted to exceed the IRB directive for U19 
players of a total of 90 minutes playing time on any one day. 

i. The first column Player Movement is for the Team Manager to keep track of players off 
and on, its use is optional; and 
 

(ii) U13 – U18 Signing on 
a. Each team shall provide a printed team sheet from the Competition system for their team 

for each match. In the event that a team sheet is not available, then a blank team sheet is 
to be made available by the host club.  

b. Team managers are to meet 30 minutes prior to kick to exchange team sheets and photo 
ids and determine a mutual time at which each team will sign on. 

c. The sign-on occurs when a player, dressed in their Club uniform, having the intention of 
playing and able to take the field during the course of the match, if required, identifies 
themselves and signs their name next to their printed name on the Sign-on Sheet in front 
of the opposition manager.  

d. No player is allowed to compete in a match without firstly signing on.  
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e. A player may be signed on at any time during a match, up until full time, by presenting 
themself to the opposing Team manager, and signing-on in accordance with Rule 
6.11.1.(ii).c.  

f. ID Photos are to be supplied during sign on and may be requested for viewing by an 
opposing Team Official at any stage during the course of the match. Failure of a Team 
Official to seek inspection of the opposition’s ID photos by full time will result in that 
Team surrendering the right to appeal over any signing-on irregularities for that match.  

g. Except as provided for in 5.5 (new player registration) 6.11.1.(ii). a and h. the name of a 
player cannot be hand written on the Sign-on Sheet. If the name of a player is hand 
written on the Sign-on Sheet then that Team is deemed to have forfeited the match.  

h. In the event that a team is short players and requires players who are eligible to play with 
a lower graded or aged team to allow the game to commence, the following shall apply:  
i. Assisting players’ names, date of birth and their regular team will be recorded at the 

bottom the team sheet, below the printed team members. 
ii. Assisting players are to identify themselves and sign their name next to their written 

name on the team sheet in front of the opposition manager. 
iii. Where possible produce their ID photo. 

 
(iii) During the Match.  Fill out the following detail: 

a. Record for each player the number of tries, conversions, penalty goals & field goals and 
at the bottom any penalty tries. 

b. Record any Temporary Suspensions (Sin Bins) & Send Offs in the box provided, includes 
club, player’s name & jersey number. 

c. Uncontested scrums including time, team called by and reason for. 
 

(iv) Completion of the Match.  Ensure the following is carried out; 
a. Total number of points scored by each team & winning team name. 
b. Check all detail is correct  
c. Meet with opposition manager & agree on score. 
d. Referee to Verify Score, Temporary Suspensions & Send Offs and sign. (Verification of 

Score - It shall be the duty of the Referee to verify such points recorded thereon and in 
the event that team sheets, duly signed by the referee, record different scores; the winning 
team’s team sheet will be the recorded result). 

 
(v) After the Match.  Ensure the following is complied with: 

a. As per the Club’s direction submit the Score and Team Sheet; 
b. Report any Send Offs to the Club by 6pm. 

 
 

Breach of Rule 6.11.1 
Penalties 

Correctness and Legibility 
A team that neglects to correctly and legibly fill out Team Sheets will receive a Caution on the first occasion 
and for repeated neglect thereafter will incur a penalty of the loss of one (1) or more competition points as 
determined by the Competition Manager: and 
 
Breach of Rule 6.11.1.(ii) 
If a Team breaches this Rule they will be deemed to have forfeited the match and / or any other penalty, 
including financial, that the Competition Manager sees fit to impose.  
 
 
Team Sheets Not Submitted 
For Team Sheets not submitted the following will apply: 

(i) For each Team Sheet a Club fails to produce within 14 days of the issue of: 
a. The Missing Information List; or 
b. A written demand from the Competition Manager, or Secretary; 

  That team will incur a deduction of one (1) Competition Point as determined by the 
Competition Manager: and 
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(ii) Subsequent failure to produce the team sheet within the next seven (7) days of (i) above period of 
14 days expiring, will incur a further deduction of one (1) Competition Point and the Club fined 
$10 for each Sheet: and 

(iii) Thereafter for every succeeding 7 day period that the Team Sheet is missing a further deduction of 
one (1) Competition Point and the Club fined $10 for each Sheet. 

 
6.11.2 Opposition Viewing Team Sheets 

Prior to, during or at the completion of each match team managers shall have the opportunity to view 
the other team’s sheet. 

 

Breach of Rule 6.11.2 
Penalty 

Any breach of this rule by an official or team may result in penalties, including financial, being imposed at the 
Committees discretion.  The minimum penalty that can be imposed is the offending Clubs team loss of one (1) or 
more competition points. 
 
 
6.11.3 Match Results - Responsibility 

It is the responsibility of the BOTH Teams to submit the results for the day.  This is done on a Club 
basis, i.e. all results for matches at that ground on that day are submitted by a person nominated by 
their respective Clubs. 

 
 
6.11.4 Submitting Results  

Results are to be in by 5.30pm on the day the match is played.   Options for submitting results are: 
(i) Through the online results entry on the BJRU website;  
(ii) Email: results@bjru.com.au - any time (must be in by 5.30pm Sat & Sun); and 
  Email Results must be submitted in the following order: 

a. Age Group. 
b. Home Team Name & Score. 
c. Visiting Team Score & Name. 

i.e. U6 ASHGROVE GPS BLUE 30 v  25 BROTHERS GREEN 
 
6.11.5 Late Results 

Any results not submitted as above are to be submitted to the Competition Manager by e-mail or fax, 
no later than 1pm on the Monday following the match. 

 

Breach of Rule 6.11.3 to 6.11.5 
Penalties 

A Club that neglects to submit match results on time will receive a caution on the first occasion and may incur  
penalties, including financial, being imposed at the Committees discretion for continued neglect to lodge match 
results. 
 
6.11.6 Premierships & Determining Finals Series 

For the purposes of determining First Past the Post Premierships and teams to play in the Final Series, 
the Competition Table as at 5pm the Tue following the last competition fixture will be used.  The 
points on any Team Sheets subsequently received will be applied to the Competition Table only at the 
discretion of the Committee. 

 
 
6.11.7 Eligibility of Players 

The Committee may rule that any Team Sheet, which is not received within 21 days of the match 
being played, shall not be used when determining player eligibility for finals as per Rule on Player 
Eligibility for Finals. 
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MANAGERS FILE 

ITEM LIST 
 
The items listed below, are applicable for a Club Team.     If a Representative or Touring 
Team, the list would have additional items, see Representative Teams – Guidance to 
Managers.  
 
Item Source Comments 
Team Managers Handbook BJRU 

Website 
Under Managers 

Register of Players – includes, Full Name, 
Date of Birth, Address, Phone Nos, e-mail. 
Parents Names, Phone Nos & e-mail 

Club 
Registrar 

 

Phone/sms Tree Manager You compile 
Medical Details Club 

Registrar, 
Sports 
Trainer, 
Club Medical 

Registrar supply Allergies, Pre-
existing Conditions, at Sign On,  
Complete Injury Report Forms 

Attendance Record Manager You compile 
Duty Roster for Team Manager You compile 
Club Duty Roster Club  
Club Information Handout/Book Club  
Draw Club 

Registrar 
Or BJRU Website…check each 
Friday at 12pm for any changes 

Team Sheets Club 
Registrar 

 

Player Movement Dockets (U15 Up) BJRU 
Website 

Annex to Competition Rules 

Opposition Managers Contact Details Manager You compile 
The following items are to be found on the BJRU Website at www.bjru.com.au 
1.2  BJRU Committee Calendar BJRU  

Handbook 
 

2.1  Chain of Command for Enquires, 
Complaints etc    
   

  

2.2  BJRU Structure Diagram   
2.3  Competition & Regional Committee 
Contacts 

  

2.4  Club Contacts   
2.5  Ground Locations  A must 
2.6  Referee Appointments & No Shows    
2.8  Insurance  (incl Check list)   
3.3  Send Offs –summary of what to do   
4.   Code Of Conduct   
5.   BJRU Competition Rules  Must Have 
8.1  ARU Safety Directives  Must Have 
8.2  Protocol for Serious Injury   
8.3  Blood Policy   
9.  Laws of the Game, applicable to age   
9.1  Concussion Guidelines  Must Have 
9.2  Brief Guides for Pathway  If applicable 
 
Note: The BJRU Handbook should be available at every BJRU Club. 
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13.7 FORFEIT PROCEDURE 
 
PLEASE follow the procedure listed below when forfeiting a game 
 
The team that is forfeiting is to: 
 
1. Contact their own AND opposition Club Registrar by phone informing them of 

the forfeit.  Where possible give the Registrar a reason. 
 
2. Contact the QRRA (referees association) by both calling and emailing: 
 
BEFORE CLOSE OF BUSINESS FRIDAY 
Paul Heath - 0409 192 396 (if call isn’t answered leave a message and contact 

number) 
Email - qrraref31@bigpond.com 
 
Or AFTER CLOSE OF BUSINESS FRIDAY 
 
Paul Heath - 0409 192 396 (if call isn’t answered leave a message and contact 

number) 
Email - qrraref31@bigpond.com 
 
or 
 
Michael Wallace - 0408 000 106 
(If call isn’t answered leave a message as Michael may well be refereeing) 
Email - mwal8641@bigpond.net.au 
 
3. Contact the Competition Manager by phone or email informing him/her of the 

forfeit. 
 
By following this procedure we will not have teams or referees turn up unnecessarily 

to games that won’t happen! 
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13.8 Medical Policy 
 
SPORTS TRAINERS AND MEDIC PROCEDURE 
 
As per the BJRU competition rules, each home club is to appoint a suitably qualified medic to each full sized 
field being used.  The appointed medic is to be clearly visible and identifiable in the green/yellow medics vests 
or Sports Med shirt.  
 
Sports trainers appointed by teams who hold as a minimum a current senior first aid certificate or its equivalent 
can run as medical for their teams.  They must be clearly identified by wearing the sports trainers vest. 
However, the procedure is as follows: 
 
1. Prior to the commencement of the game, the sports trainer must notify the home clubs appointed medic that 

they will attend their teams injuries for that game AND will call for assistance if required. 
 
2. A sports trainer or medic is to enter the field of play to attend an injured player when it is safe to do so and 

at an entry point that does not interfere with the run of play.  
 
3. During the course of the game, if more than one player becomes injured at the same time, the home club 

appointed medic will attend to one of the players.  This places the decision regarding injury into the 
medics’ hands. 

 
4. Where assistance has been called for, by the sports trainer, the higher medically qualified person makes the 

call on the player treatment.  If this means that the player is called injured, this CANNOT BE 
OVERRULED BY THE TEAM MANAGEMENT and/or REFEREES. 

 
5. Parents are NOT TO ENTER the field of play for an injury unless invited by the referee (who should check 

with the medical attendees prior to making this call). 
 
6. Sports Trainers who DO NOT HAVE MEDICAL QUALIFICATIONS ARE NOT TO ATTEND AND 

TREAT INJURED PLAYERS.  They are to call for medical assistance immediately. 
 
7. The QRRA referees have been advised of the following: 
 

a. If possible, all referees should advise medical attendants / team runners / team management 
(depending on availability of those personnel at any particular game) prior to the game of the 
situation to apply in the event of an injury to a player. 

 
b. If they (medics/sports trainers) note that a player is down with an apparent injury, they should 

immediately go to the player to assess the injury - they should not wait to get the permission of the 
referee to enter the field of play. 

 
c. If the injury appears to be serious or play is continuing in reasonably close proximity to the injured 

player, they (medics/sports trainers) should then get the attention of the referee to stop the play so 
that the injury can be dealt with. All referees should be aware that the safety of the injured player is 
paramount in these circumstances (particularly in comparison to game continuity). 

 
d. The referee should act in such a manner that the trainer or medical attendant is enabled to carry out 

their role safely and efficiently. The referee should not offer medical advice under any 
circumstances, but simply facilitate the treatment of the injured player. 

 
 

Please be reminded that home club appointed medics number one concern is player care and as such base their 
decisions for treatment and determination of a player’s injury status on this.  They are not interested in the 
outcome of the rugby game and do not determine a players injury based on giving a team an advantage.  
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6.3.4 Wet Weather Procedure 

When the weather conditions might interfere with playing this procedure is to be strictly followed to ensure 
everyone is notified of any changes to matches due to Wet Weather: 
(i) DAY / NIGHT PRIOR – The Club whose field is unavailable is to inform the Competition Manager (if 

not available the MC Region Committee Representative) and the procedure for “Field Unavailability” is 
to apply. 

(ii) MORNING of MATCH - The following procedure will occur on the morning of the scheduled match: 

(i) Whilst the procedure below is taking place all others should stay off the phone. 
Please Note: 

(ii) Remember if it just raining and has not been heavy for more than one day, matches will generally be still 
on. 

(iii) Golden Rule - if you have not received a phone call the match is still on. 
 
6.00 — 6.15am Club Representative (e.g. President) to notify the allocated Region Committee Member of 

conditions at their grounds. 
 Recommendations and decisions of the state of the grounds reached in consultation with Ground 

Curators, where applicable. 
  
6.15 — 6.25am Region Committee Members contact the Competition Registrar with state of each Club ground at 

which matches are to be played. 
  
6.25 — 6.35am Competition Registrar consults with MC Chairman and communicates decisions to Region 

Committee Members. 
  
6.35 — 6.50am Region Committee Members notify their assigned Club Representatives of decisions including: 
 (i) KNOWN Club Grounds  not in use, and 
 (ii) Club Grounds in use, and 
 (iii) Clubs with who contact has not been made. 
 (Note: No contact means the matches have not been cancelled or postponed, if you are in doubt 

ring the Club concerned to verify).  
 No General Cancellation 

Where the committee does not cancel or postpone matches, it is up to individual Club 
Representative in consultation with their Grounds Person to make decisions on play at their 
grounds, and to communicate that decision to visiting Club’s contacts by 7.00am on the day the 
matches are to be played and the procedure for “Field Unavailability” is to apply. 

  
6.50 — 7.00am Club Contacts notify Team Managers (youngest age group first). 
  
7.00am onwards Team Manager notifies Team Members. 
 
6.3.5 Mutually Agreed Alternative Arrangements 

Individual Clubs may make ‘MUTUALLY AGREED ALTERNATIVE ARRANGEMENTS’ between 
responsible officials of the involved Clubs.  Mutually agreed alternative arrangements may include playing at a 
different venue, time and or date; declaring a “no game” with neither team receiving points; or agreeing to play 
for double points in a later round.   Below is the procedure to be followed: 
(i) The Team seeking the alternate arrangements is to provide two (2) options; and 
(ii) Changes shall be notified to the Competition Manager BEFORE the scheduled time and date of the match 

in question; and  
(iii) Notification must come from both Clubs or it will not be recognised by the Committee and the 

Committee reserves the right to not recognise any Mutually Agreed Alternative Arrangements; and 
(iv) If alternate arrangements are not agreed to and the Team requesting the alternate arrangements is unable 

to play the match as set down in the draw, it will be required to forfeit; and 
(v) Requests to the Committee for adjudication should only be in exceptional circumstances; and 
(vi) The Committee may, if it deems necessary, direct that the match be played at a date and time selected by 

them and any team not complying will forfeit the match: and 
(vii) The Q.R.R.A reserves the right to withdraw referee services for such altered matches; and 
(viii) In the event of the Q.R.R.A withdrawing referees services it will be the responsibility of the team 

requesting the change to supply a qualified referee acceptable to the other team.  If the referee is not 
acceptable to the non-requesting team and an agreement on the referee is not reached, including having a 
referee nominated by each team referee one half each, the Teams are to play the match and then refer the 
match to the MC for adjudication. 
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[Organisation Name]  
 

For [Name] Itinerary 
Trip Description  

Trip Goals  

Trip Length   

Departure Date  

 Departure Airline  

 Departure Flight No.  

Departure Time  

Arrival Time  

Hotel  

Ground Transportation  

Main Contact Name/Phone  

Return Date  

 Return Airline  

 Return Airline/Flight No.  

Return Departure Time  
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Day 1 Time Location Contact Name Contact 
Phone 

Breakfast     

Training     

Lunch     

Tour -      

Training     

Dinner      

Other     

Other     

Other     

 

 
Notes/Additional Items 
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Day 2 Time Location Contact Name Contact 
Phone 

Breakfast     

Travel to -     

Warm Up     

Game 1 -      

Warm Down     

Lunch     

Travel -      

Dinner -      

Other     

 

 
Notes/Additional Items 
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