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Acknowledgement of Country



Who Are We ???

• WEBSITE:  https://northernsport.eq.edu.au/ 
•  
• BROOK WILSON REGIONAL SCHOOL SPORTS OFFICER (RSSO) 
•   Ph: 4758 3343  Mob: 0472 869 798
•   brook.wilson@qed.qld.gov.au

• PETA BALLINGER ASSISTANT REGIONAL SCHOOL SPORTS OFFICER (ARSSO)
•   Ph: 4758 3381  Mob: 0474 941 757
•   peta.ballinger@qed.qld.gov.au 
•   
• TRACEY HEARD SPORT SUPPORT OFFICER 
•   (Finance, TRS, team & general information) 
•   Ph: 4758 3324
•   tracey.heard@qed.qld.gov.au 

• POSTAL ADDRESS PO Box 5179 Townsville Qld 4810
•  

• LOCATION  Level 7, Verde Building, 445 Flinders St, Townsville

• UNIFORM ROOM Block B, Vincent State School, Hodges Crescent entry gate
•   (please note: uniforms are NOT stored in same location as Northern Office, accessing uniform 

                               room for swaps and pick-ups can only be done through prior arrangement)

https://northernsport.eq.edu.au/
mailto:brook.wilson@qed.qld.gov.au
mailto:peta.ballinger@qed.qld.gov.au
mailto:tracey.heard@qed.qld.gov.au


The Big Picture

• 12 x Regions

• 84 x Districts

• 150,000 + students

• 7,000 + staff  

• 74 State Championships

• 22 different sports 



Northern Region – where do we fit in ?
• 10th in population

• 5 x Districts

• 32, 910students (yrs 4-12)

• 71* Northern Teams 

• 20 sports

• In 2025;

• 5182 students @ Northern Trials

• 369 teachers @ Northern Trials

• 71 Northern Teams

• 1316 students in Northern Teams

• 176 teachers with Northern Teams

• 65 students selected in QLD teams

= Opportunities for students



Course Overview
The Northern School Sport Journey



Tickets Please !! – paperwork & administration

Transfer of Duty Form
• Details days & dates of State Championship
• Lists number of school days you’re away
• Used for payment of TRS to school
• Confirms that your school releases you

Staff Consent Form
• Permission for name to be in photo & State 

Championship program

Mandatory All Staff Training
• For Non-DoE Staff

Risk Assessment (CARA Document)
• Covers from date of Northern trail, to end 

of State Championship, includes all training 
sessions – (more about training later)

QRSS Induction
• Mandatory for all officials
Equella Link: For non-DoE participants.
EFI Link: For DoE staff to enrol.

REMEMBER
• ALL REQUIRED PAPERWORK emailed to you 

from Northern Sports Office
• We will also chase you up to return

https://learningplace.eq.edu.au/cx/resources/file/da696287-6ffb-4982-95a5-bc7af4a5a3bd/1/scormcontent/index.html#/
https://learningplace.eq.edu.au/cx/resources/file/da696287-6ffb-4982-95a5-bc7af4a5a3bd/1/scormcontent/index.html#/
https://catalogue.qlearn.eq.edu.au/browse/education-futures-institute/courses/2025-queensland-representative-school-sport-qrss-induction-program


Terms & Conditions of Travel – overarching guidelines
CODE OF CONDUCT– Team Official

Contact with Team
• With parents ONLY
• No chat groups / What's apps etc with 

students



STUDENT PROTECTION
Regardless of your role with the Northern Team, at all times you are an educator. If during the course of your duties you suspect that 

one of the players in your team is at risk of harm you MUST follow the flow chart below IMMEDIATELY.



INJURIES / INCIDENT REPORTS

INJURY REPORT
• Whilst every care is taken to minimise injuries and accidents during 

participation in the representative school sport program, they still may 
occur. 

• Officials must complete an accident report using the MyHR WHS - 
Health & Safety Incident Data Collection Form. This must be forwarded 
to the Northern School Sport Office as soon as possible.

• Our office will forward onto student’s school

CONCUSSION
• Unlikely during training
• Suspected Concussion Referral must 

accompany Injury Report

INCIDENT REPORT
• An incident occurs when there has 

been a breach of the Code of 
Conduct (ie. Parent issues). REMEMBER

• These forms available on Northern Website
• Will be emailed to you prior to your 

respective Northern Trial
• These will be provided for you at State 

Championships



OFFICIAL’S TRAVEL & ACCOMMODATION

TRAVEL
 ALL Players in Northern teams travel individually to the event, team travel is NO longer an option.

 Implications for team managers – checking travel arrangements have been made, esp. team sports

 Start / finish time of event clearly communicated in team comms, and on Team Newsletter

 Team Officials – have approval (paid for by Northern)

 Hire car to Cairns / Mackay 

 All other events fly into Brisbane, collect hire car from airport and drive (25+yrs only)

 Forward flights booked for travel day, return flight booked for conclusion of 

    State Championship

 Notify Northern School Sport office 2 terms prior to event, if you wish to vary flight.

 Refuel hire care upon return – submit receipts through ExpenseMe Pro.

 Non-Townsville Officials provided with overnight accommodation in Townsville 

    and ½ day TRS upon return.

ACCOMMODATION
 Northern Officials share room with fellow Northern Official of same gender.

 Own rooms are provided, upon request, due to individual circumstances.

 Host Region determines accommodation venue – these vary from location to location

                        

Travel Deets
• 10 days prior to travel
• Also includes allowance claim 

instructions
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FIRST STOP – Leading up to Northern Trials

FOR CONVENOR

• For 13 – 19yrs Trials, if you are the Northern Coach you will also be the Northern Trial Convenor.
• For most 10 – 12yrs Trials there will be a separate convenor.
• Convenor will be sent Northern Trial CARA document prior to trial 
• Compiled and sent out by Northern School Sport Office.

• Team / player nominations emailed back to you.
• Please note: 

• Field bookings done by Northern Sports Office
• FAO bookings done by Northern Sports Office – these FAOs familiar with Northern processes
• Northern Office Staff will be at trial, with Northern Trial Convenor Pack (includes 

accident/concussion/incident forms)
• Northern staff will bring paperwork for players selected in Northern team
• Will also bring promotional material



NORTHERN TRIALS – Absent Competitor

Northern School Sport policy states that students must participate 
in the Northern Trial to be eligible for selection.

Students can request an exemption from trial.
The grounds for exemption:

1. Medical (medical certificate must be supplied)
2. Competing at higher level sport / another Northern 

   School Sport trial.
3. Competing with another QRSS / National team.
4. Bereavement or compassionate reasons

Absentee Application for Exemption forms can be obtained from 
the Northern School Sport Office. Where possible exemption
should be sought 24hrs before the trial.

Northern School Sport is 100% committed to selecting the best 
students available. We are also 100% committed to maintaining the 
integrity of the Northern School Sport program.



What about paperwork for the kids selected ???

Relax …. ALL paperwork generated by Northern Sport Office

TEAM NEWSLETTER
 Sports Office will email copy of team newsletter to all officials 

prior to trial.

 Purely FYI – so you are familiar with what you tell your 
players.

 Newsletter includes all details about State Championship.

 DO NOT PRINT NEWSLETTER– RSSO brings to trial

YELLOW INFORMATION COLLECTION SHEET
 This is used to collect player information – contact details etc.

 This is also used by players to record their sizes for playing 
uniform only.

 ALL players must complete before leaving trial.

 DO NOT PRINT YELLOW SHEET – RSSO brings to trial



o More about this later

MANAGER’S WORKBOOK

• This is emailed along with the documents from the previous slide.
• This workbook includes the following tabs;

• Team List
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SECOND STOP – At the Northern Trials

• PLEASE NOTE: For Northern Trials, the Northern Office brings:  

• Uniform try-on kits           Sheet to collect player deets                      Team newsletter



Selection Procedures

• Northern Coach
 Chair selections – see Northern Selection Policy

 Each District entitled to one selector (MUST be a teacher)

 Provide copies of selectors’ rubric/checklist/criteria sheets to other selectors

 Advise of any Trial Exemption students

 Selectors are to sit together in a central location and watch all games. The perception to parents of transparency is crucial.

 Selectors to declare any conflicts of interest –  Northern School Sport Conflict of Interest Form used when needed

 Announce team (not a squad)

 Shadows ?? – individual choice whether you announce shadows

 After announcing team, make yourself available to give feedback to students that missed selection.

• .



TEAM NEWSLETTER
MANAGER
 Distribute Team Newsletter

 Highlight;

 Where they are going

 When they are going (noting travel day)

 Who they are going with (team officials)

 How they are getting there – (private transport)

 Team Newsletter also includes;

 Information about costs

 Checklist of permission notes

 Codes of Conduct – Players and Parents

 Checklist for parents

 Principal Approval 

 Northern Sport Office emails suite of Northern 

Permission notes within 7 days of trial.

 Parents return completed forms emailed to manager 

the Friday week after the trial (approx. 10 days).

 Manager marks on checklist (in workbook)

 Notifies Northern Sport Office

 Checks Full Name on Project Consent Form



UNIFORM OUTFITTING

MANAGER
 Distribute Team Yellow

 Assist (along with other officials) students with try on gear.

 Transfer information from Yellow sheets to Team List Tab (in workbook)

 This includes details about playing uniforms ordered – these uniforms are custom made, 

accurate sizing is crucial.

 Email entire workbook to RSSO within 48hrs of trial.
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STOP 3 –Northern Trials  State Championships

TRAINING PROGRAM
 To adequately prepare for the State Championships Northern teams will require 

training. It is an expectation that Northern Teams have a minimum of 2 to 3 training 
sessions.

 This does not apply to all teams. Some teams (swimming, golf, cross country) have NO training 
sessions, other teams have upwards of 5 sessions.

 Within a couple of days of the Northern Trial you will be sent a training overview to 
complete.

 Requires Principal’s signature.

 Completion of this advises your Principal of what you are doing. It also provides a level 
of cover if you were to injure yourself at one of these training sessions.

 The timing of the training sessions must be inclusive of all players. Please be
     mindful that you may have players that are travelling. This may rule out after 
     school training sessions.

 Ideally, 1+ x training sessions after team levy payment is due (helps with uniform 
distribution).

 ALL team officials are to complete this document and return to Northern Sports Office



MANAGER’S WORKBOOK …… again

 Have sent workbook to Northern Sport Office (within 48 hours of Northern Trial)

 We are paralyzed without this completed team list page. 

 RSSO have emailed permission notes to parents.

 Parents return notes (approx. 10 days after trial), record on consent checklist.  Once all notes 
• have been returned send workbook/notify NRSS office details of consent (for program 

publishing) 

 Once Team List completed, you can create an email contact list to contact parents (always use 
bcc)

 



• STUDENT LEVY PAYMENT
 The payment of the student team levy is done via the Northern School Sport on-line shop. Northern team apparel is also ordered 

online.
 RSSO emails parents the link and login instructions for the use of this shop.

 All online shop tech enquiries are directed to the Northern School Sport Office.

 Northern School Sport office will track levy payments and issues relevant reminders to parents.

 Team Managers will be cc’d into these emails – no action is required from you, these emails are purely FYI.



COLLECTION & DISTRIBUTION of PLAYERS GEAR



• AVAILABLE EQUIPMENT
• To assist you in your duties, the following items are available from the Northern School Sport office.  Alternately you may 

prefer to use your own personal equipment or equipment from your school. If there is any equipment specific to your team 
that you would like ordered, please contact Northern School Sport Office.



What about the merch ????
OFFICIAL’S SHIRT

• Shortly after the Northern Trial, you will be emailed a link to the Northern on-line shop.
• At this shop you can order your Northern Official’s shirt. There is a long sleeve and short sleeve option. 
• This shirt (1) is provided free-of-charge. This shirt must be worn for the team photo.
• Long Sleeve also available.
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STOP 4 – At the State Championships

During
State  

Championships

                        RSSO on call 24/7 if needed – especially regarding Student Protection

              Official’s Code of Conduct 

              Communicate with your team (parents)

              Referees – be nice, model appropriate behaviours

              QLD Selectors – ask for feedback on players, be realistic.

.

• NORTHERN REGION GAME TIME POLICY
 All players have paid the same amount of money to be part of the Northern team.

 Players must receive close to 50% game time across the duration of the State Championship.

 Please keep records (if possible).

• .
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STOP 5 – The Journey Home
                 After the State Championships

MANAGER
 Team Report – to be completed by team manager upon return. Please use this to provide feedback 
     on any aspect of your experience.

.ALL OFFICIALS
 The Northern School Sport Office is always open to feedback on how we can assist you better, 

please feel free to email me 
 If you are dissatisfied about any part of State Championships – QLD team selections. Please 

advise.

.



Official’s Allowances & Expenses
Whilst away with a Northern School Sport team you are paid an allowance in accordance with the Public Service Allowance Award. 
You are paid at the following rate;

                         

Officials allowances are processed through the Expense Me Pro(State Schools) or GPEV system (Non-State Schools). 

Team Officials will be sent instructions on how to claim (same process as 2024)

 Claim can only be made after your event …… (sorry), do claim at airport, whilst awaiting flight.

 You will receive payment through electronic transfer

 There is no need to keep receipts for this allowance, you are free to spend as you wish.

Team Incidental Expenses
Whilst away with your team, you may incur incidental expenses. 
Process for reimbursement;

 Keep receipts
 Follow instructions to upload onto Expense Me Pro
 Reimbursement is processed with Official’s Allowance

Allowable Expenses;
 fuel for hire car
  team sustenance (within reason), 
 taxi to airport – with prior RSSO approval
 Airport Parking – must be pre-booked

Non-Allowable Expenses;
 Food for team BBQs
 Team Dinners
 Taxi fares
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Every decision we make, at Northern School Sport, 

is driven by providing the best outcome for our 

students.

Thank you for being part of this and for providing our students with this 

opportunity.



Northern Strong Since 1979
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