
 

 

The Alberta Winter Games Zone Representative  
Information Package 

Job Description 

The primary job of the Zone Representative (Zone Rep) for each zone is to organize an indoor 
Archery Canada 300 round that serves as the team trials and collect and forward completed 
paperwork from the team members and solicit a Coach and Chaperone for your Zone. The Zone 
Rep may also start organizing team uniforms for athletes, coaches and managers for the zone. 

To Do List 

 Pick a date for your Zone trials that accords with the Archery Technical Package that is 
published on the Alberta Winter Games website.  There is always a deadline that trials 
must be completed by.  Visit the Alberta Games website , find the applicable year, from 
the drop down menu select Sport Information, select the link for Archery Technical 
Rules. 

 Arrange for a facility for trials.  Ideally you will want to work with a local range to hold 
your trials but sometimes schools and community halls can be used.  If you are using a 
location that is not already an archery range you will need to coordinate target butts, 
safety nets and any other required supplies.  Archery Alberta does have a trailer 
containing targets that can be rented for your event.  You may also want to contact the 
Archery Alberta’s Judge’s Chair and see if a Judge can inspect the facility prior to trials 
to make sure that the venue meets all requirements. 

 Contact Archery Alberta’s Judge’s Chair and advise your date and time of trials so that a 
Judge can be provided.  Our Team Trials are not registered, but a Judge is required to 
ensure that all arrow calls and disputes are handled by experienced Judges. 

 Order legal single and three face targets.  You can do this through local archery ranges.  
If you are having a hard time tracking some down you can contact Archery Alberta’s 
Provincial Sport Coordinator and they will help track some down. 

 Create posters advertising the trials event and send them out to as many local clubs (that 
are a part of your zone) and you can get in touch with.  Advertising in local sporting 
goods shops, schools and community buildings (like libraries and YMCA’s) is also a 
good idea.  Provide a copy of your event poster to the Archery Alberta and it will be 
loaded to their website and advertised on Facebook.  If you have an opportunity to visit 
local clubs and active junior programs to give information directly participants do so.  
Participation numbers talk, so the more athletes that come to try-outs and therefore fill 
team spots ensure that archery will continue to be in the Alberta Winter Games.  If you 
are new to the Alberta Winter Games try contacting past Zone Team Members to see 
what they thought of the event.  All of the athletes walk away from the games with great 
experiences so they can share good stories for you to pass on. 
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 Consider asking for pre-registration via email on your event poster. Pre-registration 
allows you to plan ahead and forecast your numbers on the day of trials and makes 
ordering of targets and other supplies easier.  

 Talk to local clubs and ranges to find a Team Coach and a Team Manager.  The Team 
Coach must be a certified NCCP Instructor Beginner (or NCCP Level 1 which is the old 
system of certification).  The team manager can be any person over the age of 18 that is 
the opposite sex of the Team Coach.  There is a detailed information package for Team 
Manager’s and Coaches which will be available on the Archery Alberta website for all 
details about the Manager and Coaches jobs and requirements. 

 Investigate companies that make team shirts/uniforms and gather information about 
having shooting shirts made.  As a rule, the only uniform for the team are shooting shirts.  
Athletes are asked to wear matching pants that they buy themselves but your team is 
welcome to organize any uniform they want.  There is usually a short turn-around from 
the time the team is named and when they leave.  It helps to have shirt information ready 
to go so that shirt sizes can be recorded when the results of the trials are known.  The 
Coach and Team Manager can then be consulted to see who finishes the ordering process. 

 Visit the Archery Alberta’s website to download a results template for your trials. Make 
sure you record some contact information for every athlete as we sometimes need to 
contact an athlete after trials. 

 Run the trials. Collect all score cards at the end of the event.  Be prepared to check the 
math on all athlete cards before recording the results. 

 Discuss with the Team Coach and Manager who will announce the results.  It may be up 
to you to name the Zone’s team. 

 Provide any paperwork provided to you by the Provincial Sport Coordinator to the team 
members and any perspective team fills.  If at all possible, collect these forms before the 
athletes leave the range.  There is a very short window for these to be provided back to 
the Provincial Sport Coordinator and then on to the Government. 

 Provide the results from the trials (including all the scores of the athletes who did not 
make a team position) to the Provincial Sport Coordinator before the deadline set out by 
them. 

 Be available to assist the Provincial Sport Coordinator with contacting an athlete about a 
potential fill position. 
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