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Hockey New Zealand Umpires Council

TOURNAMENT DIRECTOR’S MANUAL

November 2006

(This manual is designed as a guideline to assist Tournament Directors with the undertaking of their responsibilities)

1.
PREFACE

1.1 Tournament Director

The Tournament Director for any tournament is normally appointed by Hockey NZ Umpires Council (Hockey NZUC).

The Tournament Director (TD) is responsible for the day to day running of the tournament, ensuring the tournament is run according to Hockey New Zealand’s Tournament Rules and FIH’s Rules of Hockey.

1.2 Officials to help the Tournament Director where necessary

a. Assistant Tournament Directors appointed by Hockey NZUC.

Their number will depend, on the number of matches to be played, the grounds used and whether technical tables are being used.

b. Tournament Administrator (TA) appointed by the Host Association in consultation with Hockey NZ
c. Judges appointed by the Host Association in consultation with the NZUC and TD.  Their number will depend on the number of grounds used and of matches to be played each day.
d. Umpires Manager/s appointed by Hockey NZUC

e. Umpires who are appointed by Hockey NZUC

1.3 Match Schedule

The match schedule is agreed by Hockey NZ in co-operation with the Host Association. The match schedule is sent to the Tournament Director prior to the start of the tournament.

2.
WHAT A TOURNAMENT DIRECTOR HAS TO DO PRIOR TO ARRIVAL AT THE VENUE

2.1 Travel Arrangements

T.D’s should advise the Host Association and Umpires’ Manager of their travel arrangements as soon as possible.

2.2 Accommodation

This is the responsibility of the Umpires Manager to arrange for T.D, UM and Umpires.

2.3 Transport

Suitable transport arrangements to and from the venue should be arranged in discussion with the Host Association.

2.4 Contact Umpires Manager

Liaise with Umpires’ Manager regarding tournament information and other briefings to be sent to umpires.  Forward information to umpires. Ensure all umpires have replied and have correct information.
2.5 Contact between T.D’s

Where there are two T.D’s or an A.T.D contact should be made to ensure all required information has been forwarded and where possible agree on a rough allocation of duties, liaise re travel arrangements, advise time of briefing meetings, and advise the Umpires Manager of accommodation needs.

2.6 Contact Judges

To request travel arrangements, advise time of briefing, meetings, dress requirements (if any), and direct them to contact the umpire manager to request accommodation arrangements for the tournament.

2.7 Tournament Regulations

These may be found on the Web site or forwarded to you by Hockey NZUC or Hockey NZ. Hard copy available on request from Hockey NZUC.
2.8 Briefing Papers

It is advisable to prepare your briefing papers before you leave home and consult with the Umpires Manager and Tournament Administrator regarding the time, place and agenda of the meetings.

2.9 Technical Equipment 

The host association supplies tables, chairs, team benches and shelter for the technical table, stop watches, substitute numbers, hooters; match sheets should be available from the Tournament Administrator’s office.

3.
WHAT HAS TO BE DONE ON ARRIVAL AND BEFORE THE START OF THE TOURNAMENT

3.1 Contact with the Organising Committee

Check the timetable of the pre-tournament briefings and make sure that the briefing rooms are adequate for the numbers involved.

· Agree on a time to inspect the pitch/es

· Arrange your personal transport, if necessary, throughout your stay

· Check if all necessary documents (especially match sheets, entry forms, appointment sheets, copies of tournament regulations, player registration, judicial sheets, penalty stroke sheets, guest players) are available

· Check who is your liaison officer if necessary

3.2 Contact with team Officials

Check the time of arrival of all teams. Where possible Managers should be asked to bring a sample of the teams playing uniform and alternative colours to the briefing meeting.

3.3 Inspection of grounds, technical equipment and facilities

It is very important to check carefully the conditions of the pitches to be convinced that everything is according the “Plan of Ground” as published in the current “Rules of the Game of Hockey”.

Pay special attention to the construction and/or positioning of goals, goal nets, goal board, penalty spots and flag posts, as well as measurements of goals and shooting circles. In many cases any errors will not be able to be changed before the tournament but this should be recorded in your report and the information relayed to Hockey NZ Tournament Administrator.

Check the following:

· The watering of the artificial surface when necessary

· What medical facilities will be provided

· Other technical equipment to be used through the tournament.

· The arrangements for warm-up and the practice of the players before matches.

· Changing room facilities for players and umpires and also what facilities are available for the Technical personnel

These Checks need to be carried out as soon as possible after your arrival as the information is needed for the briefing meetings.

3.4 First Appointments of umpires and judges 

Well in advance prepare a list with the appointments of umpires, reserves and judges (where necessary) for the first day matches.

Guidelines are:

At the beginning of the tournament do not appoint umpires to officiate their own province. However for finals the two best umpires available at the tournament should be appointed.

Do not appoint umpires too often for the same team or with the same colleague.

When possible during the first round of games try to appoint more experienced umpires with one of lesser experience.

Try to be fair to all umpires in the number of appointments for each of them, but be sure that you appoint the best umpires for the most important matches.

3.5 Team Managers’ briefing

a. Information

See Technical Briefing sheet appended to this manual



Check Managers contact numbers.

b. Instructions should include

Team managers are to deliver to the Control Office at least 30 minutes before the start of the game, a sheet with the names and numbers of the players beginning the match (starting lineup if appropriate)

The manager and their team will report to the Judges table 15 minutes before the start of the game.

Practice on the pitch is dependant on the guidelines agreed at the Managers’ meeting.

Captains are obliged to wear an armband or similar identification and should the captain be suspended  then another is appointed in their place.

Players are normally not allowed to leave the pitch during half time, but if they do it is only with the prior agreement of the Tournament Director. All sticks and goalkeepers’ helmets and gloves must remain on the pitch or in the bench area in the case of watering. All players and officials must return to the pitch two minutes before the start of the second half.

It is forbidden for team officials to enter the ground during the match or at any stoppage of the match without the prior permission of the umpires.

3.6
Umpires briefing

Check whether the Umpires Manager and all umpires are present and have copies of the Tournament regulations.

When necessary identify and introduce the Umpires Manager and umpires to each other.

a. Information

Run through the briefing presented at the Managers’ Meeting.
Agree ways of communicating with the bench during the game (where necessary) time calls for the beginning of the game, tossing for ends and possession.

Decide together the procedure for the use of the warning cards and how points will be awarded.

Inform umpires of your intentions of when you are going to publish appointments, copies will be given to the Umpires’ Manager but it is the umpires’ responsibility to check appointments before leaving the grounds especially if they are not living in the organised accommodation.

Inform them of your phone number in case personal contact is required.

b. Technical Procedures

Umpires need to discuss with their fellow umpire any aspects of umpiring related to the game that need agreement. (The Umpires Manager should give instructions for this process).

Ensure each Captain wears an armband or similar
Ensure that in the case of time-stopping their stop signal is conformed.

Not to start or restart the game before a clear signal has been given.

The procedure with regard to admission of medical help to the ground in the case of injuries and substitutions.

Not to sign the match sheet (scorecard) before it is signed by both team managers.

Not to leave the ground after a game without agreement of the Tournament Director.

Before closing the meeting, announce the first appointments.

Whenever possible it is useful for the Umpires Manager to lead a technical briefing on the interpretation of the Rules of the game. Its length will depend on the importance of the tournament, number of umpires officiating and the prior experience of the umpires present. Consult with the Umpires Manager about the agenda prior to the briefing. It is of paramount importance to stress the necessity of being a team and acting as such.
Finally advise umpires of the channels of communication available to them.
3.7
Judges Briefing 

Check to see if all judges are present.

a.
Information

Make sure they all have information about accommodation and transport.

Make a list of contact telephone numbers.

Hand out a copy of tournament regulations and request they study them.

Give any special explanation of substitutions, extra time, penalty stroke competition and half time.

Inform them of your intentions about the release of appointments.

Agree on suitable dress on the table especially in unfavorable weather.

Distribute “Instructions to Judges” and comment as necessary.

4.
WHAT A TOURNAMENT DIRECTOR HAS TO DO DURING THE TOURNAMENT
Consult with the Umpires Manager on a regular basis, on appointments and any problems arising from match play.

4.1
Appointments

Appoint the officials in charge for each match. This is ideally done 12 hours in advance or earlier. The appointments should be circulated to all personnel involved.

4.2
Before the start of the game

Every day at least one hour before the start of the game inspect the pitch/es to be used that day.

Be at the ground 30 minutes before the start of the game to check that the officials are present and that all details in the briefings are observed.

Start the game on time.

4.3
During the game

The technical control of the game is the entire responsibility of the Umpires.

The Tournament Director’s responsibility is to control other aspects of the game such as:

Performance of the umpires..

Ensure that the tournament regulations are correctly applied especially

· Substitution of players

· Admission to the pitch

· Duration of the game

Deal firmly with any unforeseen incidents such as

· Crowd misconduct which interferes with the game

· Unsafe weather conditions

· Interference of photographers

Control

· Extra time (if any)

· Penalty stroke competition (if any)

· The conduct of the persons on the team benches

4.4
After the game

a.
Before leaving the table unless otherwise provided for:

Complete the match sheet (or team cards if used) with the umpires, checking scores both full time and half time, scorers, warning cards issued, substitutions.

Complete the signatures – team manager, umpires, judges, technical director. 

In the case of protest enforce the correct application of the regulations.

b.
In your office later

Send the original match sheet to the Tournament Administrator 
File a copy of the match sheet.

Record all information and statistics you may need to complete your report to Hockey NZUC.

Assemble your comments on Umpires.

If necessary inform the Tournament Administrator of any protest and / or recommended suspension.
5.
WHAT TOURNAMENT DIRECTOR HAS TO DO WHEN THE TOURNAMENT IS OVER
5.1
Before leaving the venue

Where possible discuss the overall performance of each umpire with the Umpires Manager and the umpire.

Collect together all necessary documents.

Forward copies of reports and scores to the Hockey NZUC.

5.2
Once back home

Write your report, which must include a ranking of the umpires at the tournament. Umpires who are of the same standard may be ranked equal.

Include a comment for each umpire on their progress during the tournament and any areas on their progress during the tournament and any areas you feel they should work on to improve.

Send your report within 21 days to the 

Umpire Development Manager

Craig Gribble

PO Box 24-024

Royal Oak

Auckland

Or email craig@hockeynz.co.nz
TECHNICAL BRIEFING SUGGESTIONS

STARTING LINE UP

· Team lists as declared at this meeting – please advise any number changes as required.

STICK CHECKS

· 20 Minutes prior to the game – Managers please have team gear ready (Sunday & then as/if required).

HALF TIME

· 5-10 minutes depending on watering requirements
SUBSTITUTIONS

· At halfway[From in front of team bench] – on bench side of field only

· Penalty corner change – ensure only 11 are on field – please be organized
· No substitutes from when a penalty corner is awarded until it is over

· Time not stopped – unless called by umpire for injury.

GAME BALLS

· As agreed by both managers

· If no agreement the ball is a white preferably a Kookaburra

INJURIES

· Umpire will check injured player before allowing medical entry to the pitch

· No injury treatment on the pitch – “medical bag” is not to be taken on. Injured player requiring treatment to leave field and not return for 2 minutes.(not at age group or Masters’ tournaments)
BLOOD RULES

· Bleeding player leaves pitch for treatment /cover wound

· Blood stained clothing is replaced before player re-enters pitch

· Blood on pitch is treated 

· Time stopped for substitution

CAPTAIN

· Responsible for conduct of players on pitch

· Identified by an arm band

MANAGER

· Accessible at the bench during the game

· Responsible for conduct of the ‘bench’

· Responsible for dress of team

COLOUR CLASHES

· Are there any?

· Alternate colour

CARDS

· (Advise re points system)

MATCH REFEREE & JUDICIAL COMMITTEE

· (Membership)

· (Function)

JURY OF APPEAL

· (Membership)

· (Function)

PROTEST

· Game sheet – indicate ‘under protest’

· Protest received in writing within one hour of the end of the match – accompanied by $50.00

POLICIES
· Explain HNZ Policies. Head Injuries, Drug, Alcohol free, Drug free, Smoke free, Code of Conduct and Mouth Guard Policy

TECHNICAL PERSONNEL AND COMMUNICATION
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