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WOMEN’S MASTERS COACHING COORDINATOR HANDBOOK 
 

Qualities of an effective Coaching Coordinator 
Knowledge 

A  Coaching Coordinator should have an in-depth knowledge of the skills, tactics and playing 
strategies of the sport and a willingness to share this knowledge with Team Coaches in a way 
that respects the experience and integrity of the Team Coach. 

Leadership 

Leadership starts by obeying the rules of the organisation, leading by example, having a positive 
attitude and showing respect for the performance of the team of Coaches, even when it is far 
from perfect. The Coaching Coordinator should be reliable, trustworthy and fair. This should be 
the first person the Team Coaches turn to for advice on matters relating to team performance 
and problems with individual players. 

Negotiation 

Negotiations involve respect for the opinions of others, listening to others and trying to 
understand their points of view. The outcomes of negotiations should be explicit and clearly 
understood by all parties. If the outcome is an action that needs to be executed, a plan for the 
execution of the outcome should also be finalised. 

Empowerment 

The importance of empowering Team Coaches cannot be understated. The Coaching 
Coordinator should empower Coaches to think independently, to find different ways of doing 
things, to make mistakes, empower Coaches with new responsibilities, challenges and freedom 
to be themselves. The Coaching Coordinator should not ask a Coach to make drastic changes to 
their coaching style, especially if an experienced coach. Coaches who feel empowered feel 
better, feel valued and coach more effectively. 

Communication 

Good communication skills are essential to the role of a Coaching Coordinator. It is the core skill 
of the role. Not all communications will be the passing of good news. A valuable skill is to be 
able to pass on bad news or give correction without causing resentment.   
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General Roles and Responsibilities 

The HQ Women’s Masters Committee (HQWMC) has oversight of the participation of 
Queensland teams in the National Championships. The Coaching Coordinator reports to the HQ 
Women’s Masters Committee through the Chair of the Committee.  Before, during and after the 
Championships, the point of contact for all communication and the resolution of any issues that 
may arise is the Chair, who will, if necessary, liaise with HQ Manager Hockey Operations or 
consult with members of the committee. This must occur whether the Chair is attending the 
Championships or not.  The Chair may appoint another Committee member who is in 
attendance to be acting Chair for the duration of the Championships. If the Coaching 
Coordinator is also the Chair of the Women’s Masters Committee, the line of reporting is 
directly with the HQ Manager Hockey Operations. 

The Coaching Coordinator supports Team Coaches and helps them to understand their role, the 
expectations of the role and support individual development as a Coach. Equally important, the 
Coaching Coordinator is responsible for holding Coaches accountable and clearly 
communicating when things are going well or not so well.  Regular dialogue whether formal or 
informal, helps to keep everyone aligned with the shared expectations and create a positive 
coaching and team environment. 

The Coaching Coordinator is responsible for all aspects of coaching and behavior of players and 
team officials in the immediate pre-game period, during the game, and the immediate post-
game period.  The Contingent Leader coordinates all matters not directly involved with the 
actual playing of the game. 

To ensure the Contingent remains cohesive and positive, and maintain effective communication 
with HQ and the HQ Women’s Masters Committee, the Contingent Leader, the Chair of the 
Committee and the Coaching Coordinator work as a seamless team. They have to be fully aware 
at all times of each other’s activities and their communications with contingent members.  
When an issue is outside the delegation of these three, the Chair will consult with the HQ 
Manager Hockey Operations who will progress relevant matters to the HQ CEO when required.  

The main role of the Coaching Coordinator is to support Team Coaches.  More specifically: 

• Induct new Coaches into the culture of Women’s Masters hockey and #TEAMQLD 

• Co-ordinate pre-championship trainings 

• In conjunction with HQ Talent Pathway Manager, organize workshops and provide suitable 
resources for Coach development 
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• Liaise regularly with HQWM Clearance Coordinator and WM Chair of Selectors to determine 
the best options for player clearance to other States and to establish a pool of stand by 
players 

• Work with Coaches to ensure that HQ policies are followed; these include the reporting 
framework (below) communication protocols, codes of conduct and #TEAMQLD 

Experience has shown that a PC or laptop is required for this role to be carried out efficiently 
and effectively. Mobile phones have some limitations in dealing with email attachments, the 
manipulating data files and the retrieval of archival information. 

Contingent Reporting Framework (Pre-event and During Championship) 
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Reporting Framework (Post Championship) 

Contingent Leader and Coaching Coordinator provide a written report to Hockey Queensland 
and to Hockey Queensland Women’s Masters Committee within one month of the end of the 
Championships. 

Role 

Pre-Championship 

• Soon after appointment, HQ will send all Team Coaches the HQ Women’s Masters Team 
Coaches Handbook. Encourage coaches to become familiar with the role statements and 
impress on them that the document is HQ policy and has been written to assist them in 
carrying out their coaching duties to a high standard. Offer support and request to be 
advised of any current or looming issues.  

• Organise a meeting of the appointed HQ Team Coaches during the State Championship. Give 
a report on the previous HA Championships, highlighting successes and, on a contingent 
basis, areas for improvement. This would be an opportune time to ask for areas of 
clarification of the Coaches Handbook. It may be necessary to report any Coach issues to the 
Chair HQ Women’s Masters Committee so the committee and/or HQ can provide a 
resolution. 

• Set up a mechanism for coaches to work as a whole of Contingent team, sharing information 
and working together to achieve the ideals of #TEAMQLD. Establish a pattern of one on one 
dialogue with Coaches so they feel comfortable in talking to the Coaching Coordinator on a 
regular basis about performance and other issues. 

• Encourage Team Coaches to work actively with their players and shadow players to ensure 
that they are mentally and physically prepared for the National Championships. 

• Ensure there is honest communication about the state of injuries. The process is as follows. 
Players must keep their Team Coach fully informed about the state of their injuries. In the 
six weeks before the Championships, the status of injuries must be reported to the Team 
Coach on a weekly basis. The report should include a medical assessment of the expected 
date of full recovery. In turn, it is imperative that Team Coaches keep the Coaching 
Coordinator up to date. The Coaching Coordinator will ensure that shadow players are on 
notice to be recalled from another state or, if not transferred to another state, encouraged 
to continue training. Any departure from this process should be reported to the Chair 
HQWMC for further action. 
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• Be aware of the cut–off times for finalization of teams and work with selectors to ensure 
that players transferred to another state are called back if required. In conjunction with the 
Chair of Selectors and Chair of HQWMC, establish a list of potential standby players for each 
team. Confirm which of these players are prepared to be on standby and be called into a 
team on short notice. 

• Ensure that Team Coaches are fully prepared to train their teams at the Championship 
venue for 2 or 3 days before the Championships commence. HQ requests 5 hours per team. 
The Hockey Australia Women’s Masters Committee allocates time blocks to States. The 
Coaching Coordinator allocates training times to individual Queensland teams. Additional 
training whether it is at the Championship venue, if time is available or at any other time, is 
at team expense and must be paid for prior to the commencement of training. 

During Championship 

• Attend at least one pre-Championships training of all teams. Actively engage with coaches 
at this time, providing them the opportunity to discuss game strategy and tactics, positional 
strengths and weaknesses of players. Discuss ideas and processes for player feedback with 
Team Coaches and have mechanisms for feedback agreed.  

• Continue the pattern of one on one dialogue with coaches by building on the relationship 
established pre-Championship. Coaches are busy with their team so this regular contact 
may have to be initiated by the Coaching Coordinator. Provide balanced feedback. Included 
in these discussions will be reports about player injuries. The Coaching Coordinator and the 
Coach may have to make decisions about calling in a standby player. 

• Arrange to be invited onto each team bench at least once during the Championships. This 
would be an opportune time to offer to be a statistician or videographer for the Coach 
during this or other games. 

• After the draw is published, a buddy Coach system will be established by the Coaching 
Coordinator to encourage further open constructive dialogue between Coaches. It is the 
expectation that buddy coaches be invited onto the team bench at least once during the 
Championships. Coaches are also encouraged to discuss strategies for play with their buddy 
before games and, post-match, to seek feedback.   

• The role of the Coaching Coordinator should be full time during the Championships. The 
expectation is that the Coaching Coordinator will be in attendance, if possible, whenever a 
Queensland team is playing. 
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• In the event of any misconduct or discord within the Contingent, not directly involved with 
playing the game, refer the matter to the Contingent Leader. The Contingent Leader will 
involve the Chair HQWMC or the Chair’s delegated acting Chair. If connected to the playing 
of the game, inform the Chair HQWMC or delegate. The Coaching Coordinator and the 
Chair will collectively attempt to provide a solution. 

Post Championship 

• Provide a written report to HQ Women’s Masters Committee and HQ Manager of Hockey 
Operations within one month of conclusion of Championships. 

• Submit any unforeseen expenses to the Chair HQ Women’s Master Committee for approval 
by the Committee. 

• Attend meeting with HQ Manager Hockey Operations, Chair Women’s Masters Committee 
and Coaching Coordinator to verbally debrief on Championships, including confidential 
matters. 
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