GUIDELINES FOR CAPTAINS
BEFORE THE SEASON STARTS:
· Confirm with your division rep that all of your players are registered. Remember that only the captain is allowed to make changes to their registration form. Playing a non-registered player causes loss of points!!

· Make sure your division rep has your correct contact details, otherwise it might be printed wrongly in the booklet, making it difficult for other captains to reach you.
· Make yourself familiar with the rules and make sure that your teammates are also aware of them.

· Make sure you have all the necessary papers: score sheets, booklet.
DURING THE SEASON:
Home games:

· Call the away captain at least 3 days before your match and make sure they know how to get to your court. Provide them with parking information if they need it (location, cost).  Ask them if they will be staying for lunch.  If so, how many and are there any special dietary restrictions.  
-
Inform the visiting team whether or not you provide towels and shower facilities.
· Remember that courts must be made available by 9:00 am for warm up.
· Make sure you provide enough cold water for your guests (on hot days one small bottle per person might not be enough).

· Although you are required to provide only 2 tins of new balls, it a good idea to bring a spare one, in case balls get lost or the courts are wet and the balls have become soggy.
· Make sure you have your score sheets ready to be filled in before the match starts (names, team information). Please do not use pencils, because it’s very difficult to read on the fax.

· When the match is over, complete the score sheet, sign it, and let the visiting captain sign it.  The winner of the match is responsible for faxing the score sheet to the division rep, and gives a copy to the opponent. The winning team keeps the original. 

· Always have your booklet available, in case of problems or disputes.
Away matches:

· If you have not heard from the home captain in a timely manner, you should call her and check on the necessary details: where are the courts, parking arrangements, who stays for lunch, any special diets.  
· You may want to check if they provide towels; if not, inform your teammates to bring their own.

· Always remind your teammates to switch off their mobiles before the matches.  
GENERAL:

· Any new player MUST BE REGISTERED BEFORE THE MATCH.  As a courtesy to your division rep, we ask that it be done by 5:00pm the day before the match.  However, emergencies do occur, and if necessary, you can contact your division rep the morning of the match if you have had an emergency cancellation.  For last-minute registrations, a phone call is preferred over email/text messages because your division rep may not get the information in time.     

· Except for division 5, guest players must come from a registered team in a lower division, so there is no need to contact your division rep.  It must be noted on the scoresheet, however.  

· You must have confirmation from your rep about any changes to your roster. Captains are responsible for keeping all copies of communications which confirm these changes.

· Make sure you have your registration paper and keep track of all the changes you might make.  New players should be added in red on the form, and deleted players should be highlighted in green.  
      -    When registering new players, please fill out the Questionnaire for New Players. The
            form can be downloaded from the HKLTL website, or your division rep can email it to  

            you. Answer as truthfully and accurately as possible.  
      -    Teams playing on public courts are responsible for booking their own courts.

· Rescheduling of rained off matches should be done by you within 48 hours of the match.
· Inform your division rep of any rescheduled matches.
· Remember: final responsibility lies with the captain.
If you have any problems or have any questions, contact your division rep. In case of any complaints, e-mail your division rep immediately, so she can take the proper action. Always remind yourself and your teammates we are out there to have fun and enjoy a nice morning of tennis.

