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	GTC Senior Interclub Team Captain
Job Description / Instructions
	Glenfield Tennis Club Inc.

P O Box 40-309 Glenfield

North Shore City 0747

Phone: (09) 444 4338

www.gtc.org.nz


Dear [insert first name],
Congratulations on being named a GTC Interclub Team captain for the [xxxx / xxxx] season!  This is an important leadership role within the club, and the Club does not appoint captains without due consideration about who would make an ideal captain.  The Club provides you a lot of support in your role as a captain – this letter is just part of that.
Your team this year is the [#] grade [men’s/women’s] [singles/doubles/mixed doubles].  Your team plays approximately every second week at [time] on a [day], beginning on [date] (I will provide you with a draw for the season).  Your training day and time for the season will be [day] from [time] to [time] on courts [#-#].
Your team members this season are:

	Rank
	Men/Women
	Name 
	Phone 1
	Phone 2
	Email

	[#]
	[Men]
	[Name]
	[#]
	[#]
	[#]

	[#]
	[Men]
	[Name]
	[#]
	[#]
	[#]

	[#]
	[Men]
	[Name]
	[#]
	[#]
	[#]

	[#]
	[Men]
	[Name]
	[#]
	[#]
	[#]

	[#]
	[Men]
	[Name]
	[#]
	[#]
	[#]

	[#]
	[Women]
	[Name]
	[#]
	[#]
	[#]

	[#]
	[Women]
	[Name]
	[#]
	[#]
	[#]

	[#]
	[Women]
	[Name]
	[#]
	[#]
	[#]

	[#]
	[Women]
	[Name]
	[#]
	[#]
	[#]

	[#]
	[Women]
	[Name]
	[#]
	[#]
	[#]


Being a captain involves some responsibilities.  Key parts of your role this season include:

· Acting as a liaison between the Interclub Captain and your team
The Interclub teams are selected by the Tennis Subcommittee of the Club each season using the Interclub Selection Policy.  After that, the Club will send you information from time to time, including important notices such as your practice night or free coaching for your team.  Please pass these on to your team, as it is important that the communication works well with our members.

· Looking after tennis balls for the season

At the start of each half of the season, the Interclub captain will provide you with a set number of cans of balls.  You use one can of 4 new balls per match day.  Please make sure you get all the balls you use back, as they are your practice balls for the next week.  Once you have used them for practice and they lose their bounce, please return them to me so I can give them to the Juniors.  This is a vital part of helping our emerging juniors and keeping our costs down.
· Understanding the current season’s rules

As the parent body for tennis on the Shore, Tennis North Harbour (TNH) runs the Interclub competitions each year.  The rules for how this runs tend to change from year to year, so even if you have been a captain before, it is important that you have read and understand the current season’s rules.  For example, for singles, the player named in the teams sent to TNH as #1 must play at #1, while for doubles the #1 must play in the #1 doubles combination and the top 2 mixed doubles combinations (this does get confusing but you MUST get it right).  Also, if you need to use a reserve, you MUST speak to me before you get one.  The rules around these are quite strict.   If you don’t, you risk having your team’s points taken off you, which could make all the difference to your title hopes at the end of the year!  When you use a reserve, you must also fill out the “Interclub Reserves” spreadsheet (available on the Club website) to track your reserves or fill-ins for the season and submit this to me immediately after the season ends.
· Liaising with opposition team captains
Either myself or TNH will provide you a list of all teams in your grade and the contact details for all captains.  If it is raining, you must liaise with the opposition team captain to decide whether to proceed with your match, or reschedule.  The rules around this change from year to year, so please check your understanding of them with me.  Also, every time you have a home game in the weekends, you need to ensure all of your team brings a plate of (preferably semi-healthy!) food for the after match function.  Singles grades don’t usually have after match functions, even if playing at home.
· Choosing your team each week
As part of the interclub selection process, the Tennis Subcommittee has submitted an initial team merit ranking list to TNH.  It is expected that your team plays in roughly this order.  However, as team captain you are free to choose combinations and who plays in what position (so long as #1 plays #1).  If your team has more players than places in the team (often you will have 5 players to pick from but only 4 places each week), you must work out who is to have a week off each time.  If this is the case for your team, it is often a good idea to try to keep doubles combinations the same each week and give one pair the week off each time.  Often you will be able to work this in with people going away for a weekend, so try to plan around which weekends people want off.  It’s a good idea to get your team to send requests for the week off to you in writing so there are no arguments later!
· Being responsible for the Health and Safety of your team

As the leader of your team, you have a role in ensuring the health and safety of your team and adhering to the Club’s Health and Safety policy.  You need to check things like the playing surface (e.g. making sure there are no broken bottles etc on the courts) and that people (visitors to our Club included) aren’t smoking inside the Club’s no smoking areas.  We also strongly encourage you to reinforce good health and safety practice - sunscreen, warm-ups/stretching, icing injuries, staying hydrated, making sure your team mates don’t drink and drive – all the common sense things that people sometimes forget.  It’s always a good thing to have the same number of people finish the season as started it!

· Entering your team’s Interclub results on Top Dog
As team captain, you need to collect a set of blank results sheet from me before your first game.  The instructions on how to fill them out are on the back of the sheet.  As well as this paper system, Tennis North Harbour has an online system to capture all Interclub results, called Top Dog.  If your team wins, you are responsible for entering your results in this system within 48 hours.  Again, the instructions for doing this are usually on the back of the results sheet.
· Entering your team’s Interclub results on the Club’s results template
As well as the Top Dog system, the Club collects data on how each team went throughout the year, which directly feeds into the selection of the following year’s Interclub teams.  The Club has built an Excel spreadsheet template with inbuilt instructions that will allow you to capture your results.  As team captain, you also need to fill this sheet out each time you play and submit it to me at the end of the season.  You can get this template from me or from the Club’s website under the “Club Documents” section.

· Encouraging your team to attend Club events
Events such as Club days (1pm Sundays), Club Championship events (throughout the year) and social functions are an important part of the Club.  Please encourage your team to attend these as much as possible.
· Acting as duty team co-ordinator when rostered
Each Sunday after the Interclub season starts, the Sunday Club day is run by a different Interclub team each week in order to share Club Day responsibilities.  The Club Captain will publish a list of the dates each team is rostered on.  When your team is rostered on, your team’s duties include:
· Unlocking the clubhouse in time for Club day at 1pm 
· Bringing a litre of lite milk

· Getting balls out of the back room – use old ones if there are any there
· Making up a draw for each 20 minute round

· Getting out the tea and coffee from the kitchen
· Calling and reminding the next captain of their duty
· Cleaning clubhouse (mats, vacuum, kitchen and toilets, mop toilet floors, etc)

· Emptying dishwasher if clean, filling and turning on if full

· Emptying drip tray on water cooler

· Putting bottles, etc, into recycling bin outside

· Locking all windows, doors and gates

· Setting alarm and locking front door and gate

· Organising the end of year team function
At the end of each season, teams have traditionally held an end of season function.  Your role is to see whether or not your team wants to have a team function and if so, either organise it or get one of your team members to do so.  Where possible, please support the Club’s sponsors for these functions.

As an Interclub team captain, you will be given an “A” key, which gives you access to the gate, clubhouse, Committee room and the back room.  Please look after this key and do not give it to others in your team.  We cannot afford to have balls or cash go missing!

If you have any questions at all, please don’t hesitate to contact me by email [email address] or phone [phone number].
Finally, a big thank you in advance for your help this year – it’s great to have you on board to help what is a volunteer club, and we simply couldn’t get Interclub going without people like you.  Best wishes for the season ahead!

[Name]
GTC Interclub Captain – [xxxx / xxxx] season
