



Organising Home Fixtures 
The Academy prides itself on the welcome extended to all visiting teams. Good communication before, during and after the visit is essential and the attached flowchart sets out to cover all the arrangements that need attention to organise a smooth visit for you and your visitors.
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	Contact details
	Notes

	Academy Fixtures Secretary, Nigel Metcalfe, 07797 778587,  jnmetcalfe@hotmail.com
	1. Have fun

	Head Coach, Ben Harvey, 07797 766595, benharvey74@talktalk.net
	2. Have a plan B for pitches, dressing rooms & food (Dean @ Jersey Bowl) especially on match days when the availability of resources is severely stretched – especially access to changing rooms.

	Club Manager, Sean Dunne, 499929, jerseyrugby.club@jerseymail.co.uk
	3. Ask for help if you need it

	Academy Chairman, Kevin Lemasney, 07797 783457, kevin.lemasney@jerseymail.co.uk
	4. For French sides arrange for permission from Hampshire and the RFU – see standard forms

	Grounds man, Myles Landick, 07797 775064 , mlandick@hotmail.com
	5. Advise all incoming Clubs about the need for insurance

	Referees Manager, David Drage, isitb@hotmail.com

	6. We have Club plaques available for visiting sides and usually give gifts such as water bottles for Man of the Match awards

	Safeguarding Officer, Claire Lowe
	7. 

	Club Physio, Lisa Mann, 490312 http://www.physiojersey.com
	8. 

	Contact details for all Squad Managers and Lead Coaches are available on www.jrfc.je/academy 
	9. 


Nigel passes the request to the Squad Manager who now owns the fixture





The Manager discusses the opportunity with the Lead Coach





Pass to Nigel





Request comes in from an interested person to somebody at the Club








Check pitch availability with Myles 





Check catering possibilities with Sean








Send holding email & travel information from the website to visitors 





Confirm possibility with visitors. At this stage we suggest that you prepare a draft programme that can be shared with all parties 





Book everything provisionally with Nigel, Myles & Sean	





When visitors confirm the fixture, confirm with Nigel, Sean & Myles.


Book Referee with David Drage & Physio cover with Lisa Mann	





Update your section on the website





Check all arrangements with interested parties one week before visit and confirm with all parties. 


Have a Plan B


Check with Claire Lowe if you have any safeguarding concerns.








Advise Chris Carpenter & the local media





Play fixtures





Entertain visitors (with your players) post match.  


Exchange gifts 





Advise Nigel & Chris & the local media of results & update your section of the website





Send a follow up email to the visitors to thank them and to keep channels open for future visits





Date not possible, propose another date





IF NO





IF YES














Last printed 13/02/2012 17:47:00 F:\JRFCA\Managers & Coaches area\Organising Home Fixtures.doc

