Running sports exchanges

Sports exchanges with other schools can be a great learning experience for students. They can often become a major fixture in the school sporting calendar, and are traditionally very competitive events.
Normal EOTC procedures apply to sports exchanges, whether they involve overnight stays or are simply a one-day event. If you are hosting another school your responsibilities will often be more onerous than if travelling to them.
Guidelines for preparing for and running a sports exchange

Ensure you meet your schools EOTC policies and follow the school safety management system. This should include filling out appropriate approval forms, permission slips and health profiles for parents, transport safety forms if travelling, and all appropriate RAMS forms.
If you are hosting an exchange:

· Make suitable arrangements for catering for visiting staff, students and volunteers.

· Provide changing facilities and storage for the visiting teams’ bags and gear.

· Organise grounds in advance and ensure they are safe and adequately marked.
· Ensure all sport environments are safe with first aid people and supplies on site.
· Organise support staff and officials – referees etc. Ensure referees are organised as early as possible as qualified officials may be required to take a day off work to attend. Contact region associations to see if they can assist you.
· Provide teams with match balls, score-cards and other equipment.

· Produce programme of event, including timetable of games and maps of venue(s), and tournament draws (the TIC may also do the draws).

· For an overnight exchange and if students are being billeted you will need to arrange billets and have back-up billets if required. It is important to check if the visiting school has any allergy or medical information that may affect your billeting process such as students with allergies to cats, or with coeliac disease. 

· Liaise with visiting school to provide accommodation for visiting staff and coaches.

· If billeting, ensure host families are aware of their duty of care responsibilities. Billeting is becoming less common.
· Arrange suitable welcome (perhaps a pōwhiri) and farewell (wrap-up) functions.

· When finished send a thank you to: the visiting school, host families, and all volunteers.
If you are being hosted:

· Arrange travel ensuring all EOTC and safety procedures are followed.

· Ensure all permission forms, code of conduct/players’ responsibilities forms and money are returned prior to the event.

· Ensure an adult accompanies each team, and senior staff provides supervision.

· Liaise with the host school about your requirements in providing officials or referees.

· Provide teams with uniforms, match balls, score-cards and any other equipment.

· If an overnight exchange, provide the host school with a list of students requiring billets, including any special requirements or health information.

· Send a thank you letter to the host school after the exchange.
