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NHL

HOST ASSOCIATION CHECK LIST
PLEASE ENSURE THIS FORM IS FULLY COMPLETED PRIOR TO HOSTING EACH NHL MATCH
Before the NHL commences please check the following:
· Have you set up an NHL organising committee?

(Facilities, Publicity/Promotion, Teams/Officials, Medical, Volunteers, Financial, etc)
· Have you received your copy of the NHL Association Manual?

· Do you have a copy of the NHL Media Pack and have you forwarded this onto the media (local radio stations, newspapers)
· Have you made an effort to promote and profile each NHL match?

· Have you received NHL posters and displayed these:
· around the ground
· in shopping malls

· in schools
· Have you received the NHL Official Programme?

· Have you given a NHL Official Programme to your teams and team management?

· Please appoint a Publicity Officer and ensure they have a copy of the relevant information from the Association Manual and Official Programme

(Draw, Media Pack, Publicity Officer Responsibilities and Hockey NZ Media Officer contact details)

· Please send to the Hockey NZ office, a copy of any coverage you receive in your local newspaper regarding the NHL and your team/s (on a weekly basis)
Before each NHL match you host please check the following:
· Follow the NHL “Host Association Responsibilities” and “Tournament Director Responsibilities”

· Have you recruited enough volunteers to ensure every aspect of hosting the matches is covered? 

Facilities

· Ensure the ground, pavilion and changing rooms are clean and tidy
· Is the match pitch and equipment up to standard?

(Goals, markings, nets/boards, lights, dug outs, scoreboard, etc)

· Have you ensured the pitch will be watered sufficiently?
· Do you have a scoreboard and volunteer to man it?

· Please ensure there are adequate lockable changing rooms for Officials and teams

· Set aside a room, toilet and washroom for Drug Free Sport NZ
· Please set up a media area with power and broadband internet connection
· Have you allocated an area for team video analysts/operators and their equipment?

(Preferably behind one of the goals with a full view of the pitch, access to power and covered)

· Do you have adequate facilities (food, toilets) for the public?

· Do you have a sound/PA system in place at the ground?

· Have you received any Hockey NZ sponsors banners?

· Display the Hockey NZ sponsors banners as instructed

Teams/Officials

· Do you have a copy of the visiting team’s travel/accommodation arrangements? 
(If applicable)

· Have you contacted the visiting teams and Officials and supplied them with the relevant information regarding match day arrangements i.e. roster system for changing rooms, whether or not there are facilities available for hot/colds etc.?
· Have you arranged to meet visiting teams and Officials at the airport?

(If applicable)

· Have you arranged transport for Officials?

(If applicable)
· Set up a control room for the Tournament/Match Director with access to a computer, phone, internet and fax machine

· Please appoint two match judges and inform the Hockey NZ Umpire Development Manager.  (It is preferable that two judges are appointed to each match, however, if there are difficulties obtaining two then one will suffice)
· Ensure the match judges are aware of their roles and responsibilities

· Do you have the technical bench set up and the appropriate technical equipment

(Stop Watches, Hooters, Substitution Cards, etc)
· Have you arranged for a Match Doctor/First Aid Provider to be at the grounds at least 1 hour prior to the match time?

· Please ensure the Match Doctor/First Aid Provider is made aware of their responsibilities

· Have you set up or arranged a medical facility/equipment (stretcher)?

· Do you have 80% Alcohol Solution to clean blood from the playing surface?

General

· Has Hockey NZ sent you the Match Sheet for the match(es) you are hosting?

· Please ensure a copy of the Match Sheet is available for the Tournament/Match Director, National Selectors (if applicable) and the media

· Have you received the Match Programme? (if applicable)
· Please give copies of any Match Programme to the teams (20), Officials, National Selectors (if applicable) and media 

· Are copies of the NHL Official Programme and Match Programme available for spectators?
· Do you have pre-match and half time entertainment organised?

· Do you have pre-match Music?

· Have you appointed a Match Announcer and do they have a copy of the Hockey NZ Script?

· Have you received copies of the Hockey NZ Passes to refer to?

· Do you have a gate set up and volunteers to man it?

· Recommended ground entry fees:




Finals

Adults
$5.00
$10.00

School Children (5-17 years)
$2.00
$2.00

Children (Under 5 years)
FREE
FREE

Weekly Pass – Adult (Wellington)
$30.00

Weekly Pass – School Children (Wellington)
$10.00

Match

· Have you organised Ball Boys/Girls for the match? 

(Uniforms, mouth guards, shin pads)
· Please provide 7 White Kookaburra Elite hockey balls for the match. (Hockey NZ to supply match balls for rounds 3 – 7 and finals)
After match

· Please ensure your Match Announcer follows the Script and acknowledges the appropriate people/sponsors

· Have you arranged an "after match" function for teams and Officials?

Optional
· Please ensure the results are phoned through to Julia King 027 291 2873 at full time (immediately following the conclusion of Round 1and 2 matches only)
· Please ensure the result of the match is sent to your local media (radio & newspaper)
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