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· Announce pre-season start dates for both juniors and seniors. Communicate via club email, website, and social media channels.
· Set up payment settings within both junior and senior Rugby Xplorer portals.
· Engage with coaches and confirm appointments for each grade.
· Confirm Working with Children Checks (WWCC) are current for all coaches, managers, and committee members who work with or have access to children’s information.
· Provide Rugby Xplorer Admin-level access to relevant committee and coaching staff.
· Send out notices for any outstanding sponsor invoices.
· Organise and confirm a qualified Physio / First Aid Trainer for the season.
· Review club risk management plan and update any safety procedures if required.
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February Registration and Compliance
· Open payment settings on 1 February to enable player registrations.
· Communicate with participants about how to register and set up payment plans.
· Encourage all participants to register as “Training Only” for pre-season participation.
· Encourage junior players to register early so any dispensation flags can be reviewed and approved.
· Cross-check coach compliance with Smart Rugby accreditations.
· Confirm with RUSA who the Assessing Coach will be for dispensation requests.
· Organise social events for the year and publish a social calendar.
· Send a welcome email to new players outlining training details, expectations, and club culture.
· Begin designing the club’s season media and marketing schedule (team photos, livestreams, match-day graphics, etc.).
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· Distribute RUSA Policies and Procedures to all coaches and managers, ensuring understanding of competition rules and policies.
· Provide education to managers on using the Match Day App.
· Finalise competition draw and communicate home and away fixtures to all teams.
· Finalise Smart Rugby accreditations (accreditations expire every second year on 31 March).
· Issue coaches and managers with equipment (team bag, balls, game day folder).
· Register all players for the new season.
· Renew Public Liability Insurance for council and venue compliance.
· Confirm facilities (change rooms, canteen, field markings) are ready for match play.
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· Appoint and train Ground Marshals for each team; update their profiles in Rugby Xplorer so they can appear on team sheets.
· Open weekly or monthly payment settings if applicable.
· Print and distribute Blue Card / Concussion Referral & Return forms to all teams.
· Ensure all managers understand concussion reporting and return-to-play protocols.
· Prepare and distribute kit bags containing:
· Ground Marshal bibs
· First aid kits
· Policies and procedures
· Concussion and medical forms
· Host a short “Season Launch” or “Family Day” to welcome players and families
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· Conduct weekly checks with team managers to ensure:
· Rugby Xplorer and Match Day App are being used correctly.
· Knowledge of RUSA policies and procedures is up to date.
· Conduct weekly coaching reviews to ensure confidence and alignment with club philosophy.
· Encourage teams to promote mid-season engagement (themed rounds, club nights, junior showcase games).
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· Continue weekly operational checks as above.
· Run the Player and Team Official History Report to verify finals eligibility.
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· Maintain weekly operational checks with managers and coaches.
· Organise for trophies and perpetual awards to be returned to RUSA for Awards Night and Grand Finals.
· Begin preparing post-season communications, thank-you messages, and sponsor recognition posts.

[bookmark: _Toc182301996][bookmark: _Toc210213916]September Season Close Out
· Update accumulated player records for the season.
· Organise end-of-season club dinner or awards night.
· Prepare end-of-season reports for the Club’s Annual Report.
· Speak with:
· Coaches to confirm their intentions for next year;
· Committee members to confirm continuation or succession;
· Sponsors regarding their interest in renewing for next year.
· Capture player and volunteer feedback through a short post-season survey.
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· Close off current season records; download and store key Rugby Xplorer reports, including:
· Player History Report
· Incident & Injury Report
· Dispensation Records
· Complete Annual Report and announce the AGM date.
· Engage with an auditor for the financial audit.
· Explore off-season programs such as Tri-Tag 7s, Touch 7s, or social rugby to maintain engagement.
· Begin planning Academy, Youth, or off-season skill programs.
· Update details with Consumer & Business Services (CBS) for Incorporated Associations compliance (office bearers, financial statements, etc.).
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· Communicate new season contacts to RUSA (President, Secretary, Coach Coordinator, MPO, etc.).
· Provide end-of-season report to RUSA for inclusion in their Annual Report.
· Confirm and sign sponsors by 30 November.
· Once sponsorship is confirmed, order next year’s kit (jerseys, shorts, socks) by 22 December.
· Order any new equipment required for next season (balls, first aid kits, etc.).
· Engage a Strength & Conditioning Coach for the upcoming season.
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· Rugby Australia completes the season rollover in Rugby Xplorer, closing off the current season.
· Ensure all administrative reports and documents are downloaded and securely stored.
· Send a thank-you message to players, volunteers, and sponsors — and announce key dates for next season’s pre-season return.

Optional Additions You May Consider
· Risk Management: Add monthly checks on facility safety, lighting, and first aid supplies.
· Marketing Calendar: Align social media content around key milestones (season launch, heritage round, women’s round, finals, award nights).
· Development Focus: Add player and coach development checkpoints — e.g. mid-season skills workshops.
· Volunteer Recognition: Schedule volunteer appreciation events or awards mid-season and post-season.
· Data Review: Include quarterly registration, retention, and participation reviews for strategic growth.

