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WOMEN’S MASTERS CONTINGENT LEADER HANDBOOK 
 

Characteristics of a Good Leader* 

Strong Communication 

Being an effective communicator is a top attribute of a leader. A clear vision of what is to be 
accomplished and what constitutes success is essential. Clearly describing the operations required to 
achieve that vision is a leadership skill.   Specifically, the people in the team need to be aligned and 
committed to shared objectives if success is to be achieved. 

Communication also extends to “softer skill” practices, such as having an open-door policy or holding 
regular one-on-one meetings with team members. 

Good Listening Skills 

While effectively communicating expectations and vision is one of the top leadership characteristics, it’s 
also important to listen to what team members say. “Speaking and hearing” are two sides of the same 
coin and the best leaders do both well. 

 Passion & Commitment 

Enthusiasm for the project will get others excited because they can see and feel the dedication of the 
leader. Commitment must also be added to the mix of leadership qualities, because passion doesn’t 
always get the job done. Commitment is the ability to stay focused on what will lead to success. One 
simple way to convey passion and commitment is to lead by example. Expect the team to work hard and 
produce quality results.  

Positivity 

A positive attitude is contagious. If the team is led and surrounded by happy and positive people, they 
will work harder and be happier themselves. Positivity can take many forms. 

Keep in mind that some leaders conduct review meetings and only focus on the problems. Be aware of 
issues (as no good leader has their head in the sand), but also take the time to recognize things that are 
going well and celebrate successes. 

 Innovation 

It is easy to get stuck if the current project is a repeat or similar to one that has been done before. Being 
a strong leader requires practicality and realism, but just as importantly it requires having an eye for 
innovation and the vision to execute it. Nimbly adjusting and adapting to current environments is a 
valuable skill to foster. 
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In other words, don’t get too comfortable. If an idea or process is unfamiliar, assess it and look at the 
benefits of implementing something new. Characteristics of a leader include being open to change and 
“left-field” thoughts, because that is precisely what will gives a competitive advantage. By making sound 
decisions based on data, no vision or innovation will be too far afield. 

Remember that though a leader may be the most innovative person in the room, innovation still needs 
to be encouraged in team members.  

Collaboration 

Having a collaborative approach to leadership is powerful because it naturally creates transparency. By 
staying connected with team members and showing a genuine interest in collaborating with them, they 
will know what you’re thinking and vice versa. Collaboration leads to trust, and the team is more likely to 
support a shared vision. 

Honesty 

In many ways, leadership all begins with honesty. Being forthright about successes, failures, and 
reasoning for choosing certain strategies and goals over others will earn respect.  Following the motto of 
“honesty is the best policy” generates trust within the organization. 

Being honest isn’t always easy, because it requires communicating both the good and the bad. It’s not 
about popularity, but rather about integrity. Being an honest leader also includes being publicly 
transparent.  

Diplomacy 

Leadership often requires tact. Diplomacy is a learned skill that helps leaders effectively manage conflict 
using negotiation and sensitivity.  

 Humility 

Humility is one of the most respected leadership qualities. Humble leaders admit their mistakes, 
apologise when necessary, and always share credit. This behaviour makes a leader more “human” and 
relatable; it’s also simply a best practice to empower and reward others instead of acting like the 
smartest person in the room.  

*Condensed from Rachel Smith https://www.clearpointstrategy.com/strategic-leadership-
characteristics/ (last accessed November 2019) 

 

 

https://www.clearpointstrategy.com/strategic-leadership-characteristics/
https://www.clearpointstrategy.com/strategic-leadership-characteristics/
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GENERAL ROLES AND RESPONSIBILITIES 
 
The HQ Women’s Masters Committee has responsibility for the oversight of the participation of 
Queensland teams in the National Championships. The Contingent Leader 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 Contingent Leader is 
also the Chair of the Women’s Masters Committee, the line of reporting is directly with the HQ 
Manager Hockey Operations. 
 
The Contingent Leader coordinates all matters not directly involved with the actual playing of 
the game.  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 has responsibility at all other times. The 
role is demanding and is full time during the Championships. 
 
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.  This 
is achieved to a large extent by copying each other into all emails, texts and social media 
exchanges. When an issue is outside the delegation of these three roles, the Chair will consult 
with the HQ Manager Hockey Operations who will progress relevant matters to the HQ CEO 
when required.  
 
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 
manipulation of data files and the retrieval of archival information. 
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Contingent Reporting Framework (Pre-event and During Championship) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 
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Specific Roles and Responsibilities  

• To assist the Women’s Masters Committee, specifically the Chair, in the organization of 
Queensland teams participating in National Championships.  

• To co-ordinate the activities of the whole contingent allowing individual Team Managers to 
concentrate primarily on their own team. This involves ensuring that Team Managers carry 
out their duties as detailed in the Managers Handbook. 

• To act as an emergency replacement Team Manager if necessary.  

• To contribute to and maintain HQ reporting framework / communication protocols. This 
involves ensuring that each manager meets their post Championships reporting obligations. 
Adherence to or deviations from HQ policies must be included in the Contingent Leader’s 
written report to the HQ Women’s Masters Committee and Hockey Queensland as this 
information will inform the selection of managers for future years. 

• To monitor and uphold HQ Codes of Conduct and #TEAMQLD standards:   
https://hockeyqld.com.au/about-us/teamqld/   

• Support all Team Managers to conduct #TEAMQLD presentations when teams assemble 
#TEAMQLD presentation.  HQ provides each Manager with a thumb drive containing a 
Power Point presentation about #TEAMQLD. It is the responsibility of Managers to organise 
a team meeting as soon as possible after team assembly and give a detailed presentation so 
that players and officials are in no doubt about HQ standards and expectations, their 
obligations and reporting of incidents.  HQ asks all Queensland teams (players and officials) 
to “Take the #TEAMQLD Pledge” https://hockeyqld.com.au/about-us/teamqld/  

• Breaches of the Code of Conduct or #TEAMQLD standards must be reported to the Chair HQ 
Women’s Masters Committee as soon as possible. The Chair will then consult with HQ 
Manager Hockey Operations. 

Pre-Championships 

• HQ will send Team Managers the Team Managers Handbook soon after their appointment. 
Encourage Team Managers 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 managerial duties to a high standard and minimize duplication of effort and confusion. 
Offer your support and request to be advised of any current or looming issues.  

• Attend State Championships if possible. Have overall responsibility for the sizing of 
uniforms. This could mean organizing with former state representatives to bring Queensland 
uniforms to the State Championships. Organise volunteers to supervise uniform fitting and 
to ensure the security of the garments on loan.  

https://hockeyqld.com.au/about-us/teamqld/
https://hockeyqld.com.au/about-us/teamqld/
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• Organise a meeting of the newly appointed HQ Team Managers during the State 
Championships. 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 points of clarification in the Managers Handbook. It may be necessary to report 
managers’ issues to the Chair Women’s Masters Committee so the committee and/or HQ 
can provide a resolution. 

• Accommodation for players and officials is organized and booked by Hockey Queensland in 
conjunction with the Women’s Masters Committee. The previous written report of the 
Contingent Leader as well as player feedback will be used to source suitable 
accommodation. The Contingent Leader’s report should contain an evaluation of the 
previous year’s accommodation and recommendations for the characteristics of 
accommodation that best suits.  

•  Rental vehicles are organized by HQ in conjunction with HQWMC. Once the composition of 
the HQ fleet is known, manage any parking issues with the accommodation venues.  

• Sports Trainers and their duty schedules are organized by HQ in conjunction with HQWMC 
and forwarded to the Contingent Leader for ongoing oversight during the Championship.  

• Collect or arrange collection of officials’ uniforms, blood uniforms, first aid kits, perpetual 
trophies and distribute at Championships. Collect HQ items and return to HQ at the end of 
the Championships. 

• Through consultation with Team Managers, determine the requirement for ice baths. Report 
this requirement to HQ who place the order with HA. 

• In conjunction with the Chair Women’s Masters Committee allocate officials to rooms and 
rooms to teams. Team Managers will allocate players to rooms. 

• Review HA and HQ Codes of Conduct and #TEAMQLD presentation in preparation for 
supporting Team Managers. 

During Championship 

• Remind Team Managers of the need to follow procedures in the Managers Handbook. 

• Solve any problems with uniforms, accommodation, vehicles and parking.  

• Attend HA Managers’ meeting. Co-ordinate travel of all Team Managers to this meeting. 

• Support Team Managers to conduct #TEAMQLD presentations and discussions when teams 
assemble. 
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• Prepare a daily bulletin and distribute to all off-field team members using a social media 
platform such as WhatsApp. The bulletin should include previous day’s results, current day’s 
matches, breaking news and reminders. 

• Coordinate media releases and forward to HQ, HQWMC and Hockey Australia Masters 
Facebook. 

• Liaise with Managers to organize transport to the playing fields for any off-field contingent 
officials in need of transport. 

• In consultation with HQWMC, organise contingent & official functions, booking appropriate 
venues if necessary.  

• Have regular contact with all Team Managers throughout the Championships. If teams are 
accommodated on several sites, it is advisable to visit all sites at least once during the 
Championships to ensure that teams are accommodated as well as possible. This contact 
with Managers about issues within the Contingent Leader’s remit should be outside game 
times. The Contingent Leader may be on a bench, if required, at times the Coaching 
Coordinator and buddy coaches are not there. 

• Assist Team Managers with any medical emergencies. 

• Manage the duty schedules of Sports Trainers. Modify the schedules on requests from 
Sports Trainers and Team Managers. 

• Ensure all rental vehicles are used in accordance with the rental agreement. If vehicles are 
surplus to requirements or underused, resolve in consultation with HQ, and possibly by 
returning to the rental company as soon as possible. Check that all Team Managers have 
forwarded detailed photographs of rental vehicles taken prior to HQ taking possession of 
them within 24 hours of pick-up. Follow up if necessary. 

• Organise the scheduling of team photographs. Ensure there is a photo of each team for the 
HQ archives; this photo is paid for by HQWMC. 

• Liaise with Team Managers about departure of teams from accommodation and return of 
vehicles to ensure all vehicles are returned with a full fuel tank and that any new damage is 
reported, photographed and recorded and these records returned to HQ.  

• Obtain all Managers’ team kitty reports prior to leaving the Championship venue, audit and 
forward to HQ within 14 days. 

• In the event of any misconduct or discord within the contingent, refer the matter to the 
Chair Women’s Masters Committee or delegated acting Chair for advice and direction. 



 

Hockey Queensland Women’s Masters Contingent Leader PD  January 2020 

Post Championship 

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