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Introduc	on 

The TBNZ Team Managers Handbook provides guidance for individuals appointed to manage 

na�onal teams represen�ng Tenpin Bowling New Zealand (TBNZ). It supports both new and 

experienced managers by outlining expecta�ons, responsibili�es, and best-prac�ce 

procedures. 

Team Managers play a cri�cal role in ensuring athletes and officials are supported, informed, 

and able to perform at their best. This handbook should be used as a reference document 

and updated regularly. Sugges�ons for improvement are welcomed and may be submi4ed to 

TBNZ. 

1. Role of the Team Manager 

The Team Manager is responsible for crea�ng an environment that supports athlete 

performance, team cohesion, and organisa�onal professionalism. The role may include 

ac�ng as: 

• Planner 

• Organiser 

• Administrator 

• Co-ordinator 

• Leader 

• Nego�ator 

• Communicator 

• Liaison Officer 

• Financial Manager 

• First Aider (non-medical) 

• Health & Safety Co-ordinator 

• Mo�vator 

• Guardian of the Code of Conduct 

• Ambassador for TBNZ 

Managers are expected to draw on their experience, exercise sound judgement, and uphold 

TBNZ values at all �mes. 

  



2. Core Responsibili	es 

Team Managers must: 

• Act in the best interests of all team members. 

• Conduct themselves professionally and represent TBNZ posi�vely. 

• Comply with the TBNZ Code of Ethics, Member Protec�on Policy, and Social Media Policy. 

• Fulfil duty-of-care obliga�ons, par�cularly during overseas travel. 

• Manage the team from appointment through to formal discharge. 

• Ensure all team members understand event rules, expecta�ons, and schedules. 

• Maintain team harmony and address issues promptly. 

• Provide a post-event report to TBNZ. 

 

3. Working Rela	onships 

3.1 Working with the Coach 

A strong Manager–Coach partnership is essen�al. Both should: 

• Clarify roles and responsibili�es early. 

• Maintain open, regular communica�on. 

• Share informa�on relevant to athlete wellbeing and performance. 

• Respect each other’s exper�se and decision-making authority. 

 

3.2 Working with Athletes 

Managers should: 

• Provide clear, concise informa�on. 

• Reinforce behavioural expecta�ons and the Code of Conduct. 

• Ensure consistent messaging. 

• Listen ac�vely and treat individuals with respect. 

• Support athlete wellbeing and maintain a performer-centred approach. 

 

 



3.3 Working with Parents/Guardians (Junior/Youth Teams) 

Managers must: 

• Communicate clearly and professionally. 

• Provide �mely updates on schedules, travel, and welfare. 

• Reinforce appropriate boundaries and communica�on channels. 

• Set expecta�ons of the du�es of the coach and manager. 

 

4. Opera	onal Management 

4.1 Financial Management 

The Team Manager oversees all financial ma4ers, ensuring transparency, accuracy, 

and �mely communica�on. 

 

4.2 Budget Prepara	on and Oversight 

• Prepare a detailed team budget. 

• Submit the budget to TBNZ for approval where required. 

• Monitor expenditure throughout the campaign. 

• Maintain accurate financial records. 

 

4.3 Collec	on of Payments 

• Communicate payment schedules. 

• Ensure payments are collected in full and on �me. 

• Follow up on outstanding payments. 

• Maintain clear payment records. 

 

4.4 Payments and Disbursements 

• Arrange payment for approved expenses. 

• Ensure all disbursements have receipts or invoices. 

• Manage pe4y cash (if applicable). 



• Ensure funds are used solely for approved purposes. 

 

4.5 Financial Repor	ng 

• Provide TBNZ with a final financial summary. 

• Reconcile all expenses and return unused funds. 

• Submit all receipts and suppor�ng documenta�on. 

 

4.6 Travel & Logis	cs 

Managers are responsible for: 

• Coordina�ng travel arrangements and team movements. 

• Ensuring all athletes have required documenta�on. 

• Managing luggage collec�on and transport. 

• Confirming registered travel plans (where required). 

 

4.7 Accommoda	on 

Managers must: 

• Allocate rooms in consulta�on with the Coach. 

• Consider team dynamics and safeguarding requirements. 

• Ensure athletes understand accommoda�on rules. 

 

4.8 Daily Opera	ons 

Includes: 

• Distribu�ng schedules, updates, and results. 

• Organising team mee�ngs. 

• Managing uniform laundry and equipment needs. 

• Ensuring a4endance at official func�ons, training, and briefings. 

 

 



5. Health, Safety & Wellbeing 

5.1 Nutri	on 

Managers should ensure: 

• Athletes have access to nutri�ous meals. 

• Meal planning aligns with training and compe��on demands. 

• Food safety considera�ons are followed, especially overseas. 

 

5.2 Hydra	on 

Managers must encourage: 

• Regular fluid intake. 

• Awareness of environmental factors. 

• Use of safe drinking water sources interna�onally. 

 

5.3 Injury Management 

Managers should: 

• Encourage proper warm-up and safe technique. 

• Apply basic first-aid principles (RICED). 

• Refer athletes to qualified professionals. 

 

5.4 Local Safety 

Managers must iden�fy: 

• Local emergency services. 

• Safe areas, cultural expecta�ons, and customs. 

• Alterna�ve travel routes and communica�on op�ons. 

 

 

 

 



6. Event Management 

Managers are responsible for: 

• Liaising with event organisers and officials. 

• Comple�ng all tournament documenta�on by the required due date. 

• A4end any mee�ng during the tournament. 

• Ensuring compliance with event rules. 

• Managing incidents and disciplinary ma4ers. 

• Suppor�ng team harmony. 

• Assis�ng with photography and media requirements. 

 

------------------------------------------------------------ 

 

7. Communica	on & Repor	ng 

Managers must: 

• Maintain clear, transparent communica�on. 

• Provide �mely updates to athletes, coaches, and TBNZ. 

• Keep accurate records of schedules, incidents, and decisions. 

• Submit a comprehensive post-event report. 

 

------------------------------------------------------------ 

 

8. Appendices 

Appendix 1 – Documenta	on Checklist 

Documents Required (PDF and/or Print): 

• Medical bios 

• Summary of key informa�on 

• Anaphylaxis/asthma plans 

• Medica�on supply confirma�on 



• Emergency services informa�on 

• Athlete resumes & photographs 

• Contact details & next-of-kin 

• Signed Athlete Agreements 

• Travel insurance summary 

• TBNZ policies 

• Travel i�neraries 

• Airline �cke�ng 

• Travel registra�on confirma�on 

• Embassy/Consulate details 

• Event entry forms 

• Passport informa�on pages 

• Event rules and regula�ons 

• Sponsorship agreements 

• Event bulle�ns 

• Ball informa�on sheets 

• Incident report forms 

• Hotel business cards 

• Junior safety cards 

 

Appendix 2 – Assets Checklist 

Compulsory: 

• New Zealand Flags 

• Na�onal Anthem  

• TBNZ-provided first aid kit 

• Access to hotel business centre 

• Secure passport storage (junior/youth teams) 

 



Appendix 3 – Team Manager Agreement Form 

I, ____________________________________________, confirm that I have read and agree 

to comply with the TBNZ Team Managers Handbook and all relevant TBNZ policies. 

Date: ____________________________ 

Signature: _________________________ 


