
 

 

 

THPC CONVENOR CHECKLIST 
 

 

TASK Done 

Arrive at courts no later than 15 minutes before the session commences.  

Access pin code to centre - 6799# 

If you can’t get through the front gate, phone 1300 870 286 to get access. 

 

Get out the equipment from the shed code – Padlock code 1486  

Distribute balls – 1 per court  

Using the inTennis APP - Mark the players that have booked in for the 
session – this could be attended, not attended or cancelled due to weather. 

If they arrive without a booking they will need to register on Sportlogic 

If the session is already full they will not be able to play unless someone 
does not turn up or is happy to share their court time with them. 

 

Run session  

If there is an injury during the session, complete the THPC injury form 
located in the red folder and have it witnessed. Supply a copy to the 
Secretary. 

 

Collect equipment at end of session.  

Return equipment to shed.  

Lock shed  

 
Weather 

 
If the session is cancelled due to weather, notify all the people booked in for that session 

through the inTennis APP asap. They will be notified via text. The user manual explains how 

to do this. Then email secretary@tweedheadspc.org to notify them of the cancellation so 

they can credit the people who registered for the session. 


