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Introduction

This manual forms part of the support provided to the Squash New Zealand IT Platform. It is
designed as a step by step guide to the use of the system and specifically what you as the
club administrator/statistician need to do to ensure the effective management and day to day
work within the clubs.

The portal has been developed with assistance from the Active Community Fund of SPARC
with the focus on providing a solution that will encourage participation and assist club’s in
providing a service to their members. There are 3 stages that will provide clubs with systems
that will help grow the game.

Stage 1 includes a revamped grading list, membership database, and online results entry for
clubs to use. The Squash New Zealand Board wanted to see a live grading system in place
which had the ability for some results to be entered in by the clubs and end users. These
features will provide the grading list with more current and up-to-date information.

Under Stage 1 Clubs have the ability to maintain their member records, add new members
and enter results into the grading list. Committee members will have access to these
modules. Access to the administration functions as a committee member is through the
same process as a user but access rights are different.

Stage 2 is has three components;

1. Interclub
a. Software developed to help districts to operate Interclub competition
and have the results, draws, and standings all online with results
connecting to the grading list.

2. Online Tournament entry
b. Online tournament entry with online payment.

3. Competition Management
c. Tournament draws and management systems linking to online entry
and the grading list.

4. Online Court Booking

Stage 3 will feature an Access and Security system which will allow clubs to link up and
provide squash via an online access system linked to the court booking and membership
systems. This will allow clubs to provide for the play for pay market.




1. Overview of the Club Administrator/Statistician role

The work of a Club Statistician is vital to the efficient operation of the Grading System and
this manual is a reference and guide to assist in undertaking the necessary day to day work
within clubs, to support the efficient operation Squash NZ IT Platform.

a. Privacy

All data contained in the Squash NZ IT Platform Database is subject to the
Privacy Act 1993 and should be treated accordingly.

Club members who wish to participate in competitive squash are required to
supply specific information to enable them to be included in the Squash NZ IT
Platform. Personal player information (address date of birth etc) held in the
database by Squash NZ is NOT made available to third parties.

Any communications to players (written or otherwise) made using personal
information in the database is made under the direct control of Squash NZ and is
specifically for the benefit and administration of the sport of Squash.

b. Objectives of Grading System

The objectives of the grading list on the Squash NZ IT Platform are:

0 To maintain a standard system throughout all of the squash districts of New
Zealand for the grading of competitive players,

0 To record interclub, tournaments and other approved matches,

0 To compute a grading for all competitive players based on the points of the
winner and loser on the date that matches are played.

0 To publish a "Live Grading List" of all players, based upon each individual
player’s results and thus points and grade. This means that the grading list
will be updated every night so results will be shown the day after they are
entered.

c. Squash NZ IT Platform Member Database

As part of the Squash IT Platform, Squash NZ maintains a 'National Club
Member Register'. This is a communication database of all club members, both
graded (competitive) and ungraded (leisure players).

As a club administrator, part of your role is to keep the membership database on
the Squash IT Platform up to date. Under the Administration tab on the Squash IT
Platform is a tab labelled “Member Management”. This is where all the members
of your club are located.

To assist in keeping the database up to date, the SIT system includes information
in respect of individual players.

Both competitive players and leisure players must be added onto this database to
ensure that it is kept up to date.

Wherever possible, Club administrators are asked to assist in keeping 'address'
information questions for each player up-to-date.

d. Affiliated Clubs & Financial Club Members

Only clubs affiliated to Squash New Zealand (and to the appropriate district
association) will be permitted to access the Grading System for the benefit of
their members.



In accordance with the Squash New Zealand Constitution, ALL persons
appearing on the “Grading List” of an affiliated club are required to be full
financial members of the club on whose grading list they are shown.

For Squash New Zealand administrative and affiliation levy purposes, ALL
players appearing on the grading list of an individual affiliated club, WILL BE
DEEMED to be full financial members of the club on whose grading list they
appear at the time of publication of the grading list.

Notwithstanding the above, for competition and representative purposes, any
affiliated club may at any time be requested to provide evidence that a graded
club member is a full financial member of the club on who’s grading list they
appear. Failure to provide satisfactory evidence may result in disqualification of
the individual player and/or club team from events.

In accordance with the Squash New Zealand Constitution, and notwithstanding
that Squash New Zealand affiliation fees are levied on an "SEM" basis, ALL
players appearing on the Squash New Zealand Database will be taken into
account for the purposes of verifying or determining affiliation fees (and such
other levies that may be payable by the club from time to time) to either Squash
New Zealand or the club’s district association.

Note

In July each year, Squash New Zealand sends each club a full list of the club
members contained in the National Club Member Database (both graded and
leisure players). The listing should be carefully checked against membership
club records and updated in accordance with the instructions contained in the
circular that accompanies the list.

The updated list should be returned to Squash NZ as soon as possible. Itis a
SPARC requirement to provide accurate membership returns each year to
access funding.

2. The role of the Club Administrator/Statistician

The work of the "Club Statistician/Administrator” is not difficult and it only requires
a general appreciation of the overall operation of the Squash IT Platform and the
grading list. Likewise, the position is not one of a time-consuming nature and
requires a minimum time commitment during the season.

The position is however one of considerable importance within every squash
club, as the grading system is the cornerstone of competitive squash in New
Zealand, and it is the club statistician who is responsible for maintaining the
system at club level.

Club Administrators should ensure that ALL members of their club are registered
on the membership database of the Squash NZ IT Platform.

The specific duties of the Club Statisticians inclu de:

To co-ordinate the activities of the club statisticians, every district squash
association appoints district statisticians who are more than willing to advise and
assist individual club statisticians.

In broad terms, the duties of the Club Statistician are that of liaison with their own
Club members and the District Statisticians.



Ensuring that all players within their own club who wish to participate in
competitive squash either inside or outside their club, have an official NZ grading
i.e. that they have a Player Code and are on the Grading List.

ensuring that all players within their own Club appreciate the purpose of the
player code and that they use it correctly.

ensuring that grading of players within their own club are of a uniform standard.
the "coding" of all "open” tournaments run / sponsored by their Club, (and any
District or National events hosted at their Club). "Open" tournaments include
those of all grades (A to J5) for which members of other clubs are invited to enter.
(I.e. Open/Graded, Masters and Junior events run by the club).

If required, entering tournament results/interclub results onto the Squash IT
Platform and forwarding of the necessary result information to the District
Statistician.

3. The Grading List

The Squash NZ Grading System is a National system. On the Squash IT Platform
the grading list is “live” which means the Grading List is run each night as results
are entered.

Results will appear on the grading list the day after they are entered in on the
Squash IT system.

The grading list can be accessed at www.squashnz.co.nz

4. Individual Player Gradings

Each player is "graded" according to their current grading points at the time of
publication of each Grading List and each "grade" has a range of points as

follows:

Al 4001 & up D1 1801 - 2100 J2 401 - 500
A2 3501-4000 D2 1501 - 1800 J3 301- 400
Bl 3101-3500 E1 1201 - 1500 J4 201- 300
B2 2801-3100 E2 901 - 1200 J5 100 - 200

Cl 2401-2800 F 601 - 900
C2 2101-2400 2 501 - 600

Grades Al to F may be used for players of all ages. Grades J1 to J5 may only be used for
JUNIOR players.



5. Logging in and Registering.

The Squash New Zealand IT Platform is accessible from the Squash New Zealand Website,
at www.squashnz.co.nz. To use the system you must be logged in. To access the system,
follow the instructions below:

Open a browser, i.e. Firefox/Internet Explorer

Type in www.squashnz.co.nz

Look for the orange box saying Grading list on left hand menu

Click on the link

This will then take you to the homepage of the Squash IT Platform Website, as
shown in the screen below.

agrwhE




a) First Visit
When you first enter the Squash New Zealand IT Platform website, you will see
the screen above. It is important that you follow the instructions on the screen to
ensure the correct process is followed.
If you were already a member of a club and/or on the grading list before 1>
November 2009, you need to contact your club, district or Squash New Zealand
to get your username and password.
If you are not a member of a club and/or not on the grading list, click on the
register button, as shown in the screen below.

Located within the grey area on the left hand side of the Squash IT Platform

homepage is a list of the tabs. These provide you with limited access when you

are not logged into the system. These functions are shown in the screen below

and include;

0 Requesting a lost/forgotten password

0 Link to the Squash NZ homepage

0 A map of all the clubs in NZ

0 Support, including links to FAQs, user manuals and a SIT Support request
form.

You must log into the website before you have access to all areas within the

website.

b) Login to Squash New Zealand IT platform

Follow the instructions on the login page of the Squash IT Platform to determine
whether you need to login or register.



If you were already a member of a club and/or on the grading list before 1%
November 2009, you need to contact your club, district or Squash New Zealand
to get your username and password.

Enter your user name and password (that you have received from your club,
district or Squash New Zealand) into the boxes indicated above.

Once you have entered your information, click on the login button.

If you chose to click on the box that reads “remember me”, the computer will
automatically log you into the site for two weeks without you needing to enter
your login information every time you enter the site.

If you do not have login details then you will need to register as a new user (see
(c) below regarding registering as a new user). Only register as a new user if
you are not a member of a club and/or not on the gr  ading list. The
registration process is explained below.

Once you have logged into the Squash IT Platform you will now have full IT
Platform access. (See 2. Homepage: Welcome).

When you login for the first time, you will be required to register your details. You
will also be able to change your password.

Once you have completed these details, you need to accept the terms and
conditions, then click submit. You will then be sent a confirmation email with a
link that needs to be clicked to confirm your email address. You now have access
to the Squash NZ IT Platform.

Please contact Squash NZ if you do not receive the confirmation email within 30
minutes.

Note: both competitive (on the grading list) and leisure players need to log in to
the Squash New Zealand IT Platform to ensure there is an accurate record of the
membership database.

Registering as a New User

If you are not a member of a club and/or not on the grading list but would like to
be, click the “Register” button the front page of the Squash NZ IT Platform (as
shown below).

The register button can be located on the right-had side of the front page.



When you click the register button you will be taken to the “Register as a new
user” page. Fill in your details as requested on the page.

You must_ensure you read through all of the Squash Terms and Conditions
located at the bottom of the page. Click the box if you agree to the Terms and
Conditions outlined in the Privacy Statement.

If you do not agree, no access will be provided to the Squash NZ IT Platform.



Click on the submit button to finalise your request.

You will then be sent a confirmation email with a link that needs to be clicked to
confirm your email address.

Note: both competitive (on the grading list) and leisure players need to register
onto the Squash New Zealand IT Platform and apply for membership. This is to
ensure there is an accurate record of the membership database.

d) Lost Password

If you lose or forget your password, you can request it through the lost password
tab
This tab is located on the left hand side of the menu screen, shown below:

To retrieve your password, follow these instructions:

a) Enter your user name

b) Click on the “send new password” button

c) An email is sent to the email address you have recorded in your profile with your
password.

d) If you are still unable to access the platform, you will need to contact your club
administrator or Squash New Zealand to change your password.

e) Club Maps



f)

The clubs map tab is located on the left hand side of the homepage under “clubs
map”
By clicking this tab, it will bring up a map of the districts of New Zealand
alphabetically and in a map.
You can either;

o Click on a district on the map, or;

o0 Click on the list on the left to locate the district and club that you are

looking for.

Homepage: Welcome

Once you have logged into the Squash New Zealand IT Platform as a club
committee member you have the freedom to access all areas of the website.
You will now have access to the following tabs located on the grey menu on the
left hand side. These include:

0 My clubs;

o Membership;
o Grading;

0 Results entry
0 Reports;

0 Administration.
To extend a tab, click on the bolded heading which will then give you a drop
down menu which contains more options.



The home page will display:

a) Your player code, current grade, grading points and age group.

b) Click on your player code to access your player history from the grading list.

c) Events that Squash New Zealand, your District and your club are promoting (this
is a future development).

d) Your Court bookings if your club is using the Squash New Zealand IT Platform
Booking system.

e) Player watch where you can add players you wish to follow the progress of.

6. Membership
By clicking on the “membership” tab, a drop-down menu will appear that will give you access
to;

a) Editing your profile

b) Applying for membership

These are explained below:

a) My Profile/ Edit my profile

a) When you click on “edit my profile”, the above screen will appear.
b) This section will include all the details that you filled in when you registered as a
new user, or logged in for the first time.



d)

f)

9)

To look at/update your details, click along the tabs located at the top of the page
in dark blue. These tabs include;

0 User details
Personal details
Addresses
Contact Details
Terms and Conditions
Categories — this tab allows Squash New Zealand to tailor
communication to your areas of interest.
The tab that you are currently on will be highlighted (as shown above in the “user
details” page).
Update your details as appropriate.
Once you have finished updating your details, click on “save” to update your
information.
Click on cancel if you make a mistake with the information that you enter. This
takes you back to your home page.

O O O o o

Applying for Membership

You will need to apply for membership of a club if you are joining for the first time
or changing clubs.

Once a player has registered on the Squash NZ IT Platform, they need to login,
then click on the “Membership” tab on the menu bar before clicking on “Apply for
Membership”.

In the drop down menu the player selects the club that they wish to join, then
clicks “add”.

This person will then appear as a “pending member” under “member
management” in the “Administration” tab.

An email is automatically sent to the Club Administrator advising of a new
membership application.

f) The club(s) that you are currently a member of will appear under the current
membership tab. Your status will be as “member”.
7. Grading

You are able to access the Squash New Zealand Grading list through the “grading” tab
located in the grey box on the left hand side of the page.

By clicking on the “grading” tab, it will come up with three options:

a)
b)
<)

Grading List
Statistics
Head to Head



a) Grading List

By clicking on “grading list” it will take you to a page where you can enter player
information and search for player details.

a) You can search the grading list by name or squash player code.

b) You can select parameters to tailor your search (for example; all male players
with the last name “Smith” in Canterbury) as shown below.

%



c) To view a players history click on their name

d) The history shows results for 365 days prior to present day.

€) You can change the search parameters from this page by entering further details
in the search engine as above.

f) A players details will appear as follows:

g) Incorrect results; A player history covers results for 365 days prior to the
present day. Where it is determined that a result or results for an individual player
have been incorrectly recorded within the current calendar year, details should be
advised to the District Statistician, who will arrange with the National
Administrator for the player’s results record to be corrected.

h) By selecting the Chart, you can view your progress, as shown in the graph below:

b) Head to Head

i) By clicking on the “Head to Head” tab, it gives you the option of comparing player
results.

i) The player watch is located underneath the grey panel on the left hand side.



K)

You can search for players using the search engine or you can choose players
that appear in your results from your player history.

Players are added to the watch list by clicking on the “eyes” icon next to the
player's name, as shown below.

Once clicked they appear in the Player watch on the left hand side of the page
Players can be deleted from the player cart by clicking on the icon, as shown
below

Once selected, click on “Head to Head”. This brings up a table that shows how
each of these players have gone against one another.

b)
c)

Statistics

A range of statistics is available giving you access to information on players,
clubs and district performance.

This will be added to with new features as they are finished

Click on the statistics you want to view from the options, as shown in the screen
below.



d) The points calculator allows you to calculate the points you will win or lose by
entering the player code or points of each player. This is shown below;

8. Club Administration

Committee members with Club Committee access rights will have access to the
“Administration” tab which is located at the bottom of the left hand menu bar. Club committee
rights give the following options;

1. Manage club membership data

2. Produce Membership and Grading reports

3. Enter tournament and event results.

4. The Club Administrator/Statistician is the point of contact for Squash New
Zealand. When this person changes, it is vital that the club notifies Squash New
Zealand of the new contact details.

8.1. Member Management

This function is available through the Administration option on the grey menu to the left. This
is where you can manage your members and their details.



a) Member Management
- Select Member Management.

A list of club members appears in alphabetical order.

Adjacent to the option “membership” is a dropdown box with four options. These

are shown in the screen below and include;

0 All; this includes all the club’s members, pending members and suspended
members.

0 Pending Member; these show all the members who have logged into the
Squash IT System and who have applied for membership. If these players are
full financial members of the club, the club administrator then clicks on
“approve” to approve them as members of the club.

0 Member; this is the default option and will bring up everyone who is a full
financial member of the club.

0 Suspended Member; The club administrator is able to suspend members.
This can be done at the club administrators discretion and is usually when;

A member has not paid their membership fees
A member is no longer a part of a club and a club want'’s this
member off the grading list.

All suspended members will be deleted at the end of each playing season i.e.

December.

The member management screen also specified whether a member is a graded

player or a leisure member of a club, as shown below.

Club administrators/statisticians are able to promote a member to give them club
committee rights. These rights can also be taken away by clicking on demote, as
shown above.



By promoting or demoting you will adjust the member’s status to either ordinary
or Committee. This is shown under club status. Committee rights are privileged
and should be treated securely.

The Edit function on the right hand side allows the club committee member to edit
details as per 3.a.

8.2. Reports

Club committee members will have access to reports. This means club committee
members will be able to extract information from what is stored on the system and
produce information for their use. By clicking on reports you will have two options:

a) Grading
b) Membership

a) Grading
By clicking on grading the following options appear.

1. Grading report
Click on grading report
From here you can chose any of the parameters to generate a report.

In the report that has been specified above, a report has been created as a PDF
in a new screen naming all players with the last name “Smith” in Canterbury.

2. Age Group report
Click on Age Group report



Next to the option “age” is a drop down box where you can select a report for
juniors, seniors and masters.

Choose the parameters you require and run the report.

The report will be open as a PDF in another window.

3. Drawmaster
Drawmaster is a download used by many different event software systems.

b)

Membership

Click on membership

Reports are created as.csv format in Excel. This format allows a club to save the
file and edit the membership report/update details for their use as required.

You will have two options:

Clubs
Gives you the latest Contact details for all affiliated clubs in New Zealand

ii. Club Members
Runs a report on your club members with full details of their membership.







Club Administrator/Statistician Functions

9. Grading Adjustments

a. With the publication of a live grading list each night the results are processed
in strict date order. The Squash IT System calculates the difference between
the points of the two players in accordance with the tables set out below,
adjusts the points of each player based on the result of the match. The
adjusted points are then used for each player’s next match.

b. If the club administrator/statistician believes that a player is not where they
should be on the grading list, they can apply to the district statistician for a
manual adjustment of this players points. The district administrator then
requests a manual adjustment from the National Administrator at Squash
New Zealand. The District Statistician must provide the National Administrator
with supporting evidence of why a manual adjustment should occur.

I. WINNER has the HIGHER POINTS and are between 100 & 2400.

Difference ~ Winner Loser
0-99 +30 -20

100 - 199 +20 -10

200 - 299 +10 -5

Over 300 +5 -0

Il. WINNER has the HIGHER POINTS and are 2401 or over .

Difference ~ Winner Loser
0-99 +20 - 20
100 - 199 +15 -15
200 - 299 +5 -5
Over 300 +0 -0

IIl. WINNER has the LOWER POINTS and between 100 & 2400

Difference  Winner Loser
0-99 +30 -20
100 - 199 +50 -25

200 - 299 +70 -30

Over 300 +100 -40

IV. WINNER has the LOWER POINTS and is 2401 and over.

Difference Winner Loser

0-99 +20 -20
100-199 +25 -25
200-299 +30 -30
Over 300 +40 -40




9.1. Interclub Results —

¢) Interclub results will be managed by the districts. Districts will determine whether
the District Statistician or Club Administrators/Statisticians input these results.

d) These results will be inputted into the Squash NZ IT Platform and will appear on
the grading list the day after these results have been inputted.

e) Once results are entered into the Squash IT system, a copy of these results must
be sent to the District statistician. This is so if any results are disputed, the District
Statistician will have these results as a reference.

f) All queries and disputes relating to interclub results must go through the District
Statistician.

g) Note: it is vital that all results contain the correct player codes. This will allow for
accurate inputting into the Squash NZ IT Platform.

9.2. Tournament Results

h) The inputting of tournament results will be managed by the districts. Districts will
determine whether the District Statistician or Club Administrators/Statisticians
input these results.

i) Once tournament results are entered into the Squash IT Platform, a copy of the
tournament results must be sent to the District Statistician. This is so if any
results are disputed, the District Statistician will have these results as a reference.

j) All queries and disputes relating to interclub results must go through the District
Statistician.

k) Note: it is vital that all results contain the correct player codes. This will allow for
accurate inputting into the Squash NZ IT Platform.

10. Results to be entered into the grading system

10.1. Interclub & Tournaments

) In general terms, all competitive interclub and "open" tournament matches
between graded players from the same or different clubs from January 1% of the
current year can be entered into the Squash NZ IT Platform for publishing onto
the grading list.

10.2. Club Championships

m) Club Champs may be inputted into the Squash NZ IT Platform. However other
closed club tournaments (social, handicap, business house and like events) will
generally not be accepted for grading purposes as they are not considered to be
true "competitive" events.

10.3. Competitive Club Ladder & Leagues (knownas b  ox leagues in many
clubs).

n) Matches between GRADED club members will be accepted for input into the
grading list.

0) It is at the discretion of individual clubs as to such results being submitted and
individual clubs will need to determine a policy that is acceptable to their
members in respect of ladder challenges and league matches within the club.



p)

Q)

n

)

u)

Clubs will need to set up procedures for the recording and entering of results. The
entering of these results will be managed by districts.

The underlying condition for inclusion of club ladder & league matches in the
grading list is that such matches should have a direct bearing on a players
competitive standing within the club (i.e. selection for club teams, determining
interclub team playing order, movement between club leagues).

Prior to a match being played, both players must be in agreement that the result
will count for grading purposes. Remember that the result will directly effect the
grading of each player - the winner and the loser! All matches must be played to
best of 5 games and be completed -
un-played (defaulted) or uncompleted matches (due to injury or lack of court time)
will not be accepted.

Please note — all ladder / league matches submitted will be subject to close
review. Should there be any doubt concerning the result of any such match being
genuine, the result will NOT be inputted to the grading list.

The prime purpose for the acceptance of ladder & league matches is to provide
an opportunity for players to have a wider range of competitive results recorded
each season.

Clubs that have ungraded players (seniors or juniors - who don't play competition
outside their club) participating in club ladders and/or leagues are welcome to
add such players to their clubs grading list, should the players wish to be added
to the grading list.

Results for input into the grading system should be inputted as soon as practical
after they have been played.

11. Player Codes

a)

b)

<)

d)

f)

In all cases, Player Codes are ‘confirmed’ by the NATIONAL ADMINISTRATOR
on receipt of the "Add/Move/Delete player request form" from the Club
Administrator/Statistician.

The Player Code is the key part of the Grading System, as it provides the unique
identification of each individual player and the importance of using the correct
player code must be impressed on all players.

All players taking part in competitive squash must be on the grading list and have
a player
code BEFORE they commence competition. The player code consists of three
parts:

a. District Identifier - the first two letters of the code.
b. Club Identifier - the third and fourth letters of the code.
c. Player Identifier - the fifth, sixth, seventh letters of the code.

Each player within a club is identified by up to three letters of the alphabet, the
first one or two being their initials and the last being that of the first letter of their
surname.

Player Codes must be unique within each club. Where the logical player code for
a player has already been allocated to a player (e.g. WNCOSJS), for the second
player, the middle initial, (or between the first initial and the first letter of the
surname), is replaced by a single digit (commencing with the number 2), e.g.
WNCOS2S.

ALSO NOTE - while the Male and Female grading lists are separate, male and
female player codes MUST be unique. ie: a male and female in the same club

! " %



may NOT have the same player code. When a female plays another female with
a male code, the results go in on both their male and female codes.

12. Allocation of incorrect grades

9)

h)

Where a player code / grade is requested for a player who is to be graded for the
first time, or for a player who is returning to competitive squash after period of not
playing competitively, Club Captains and Club Statisticians MUST be very careful
to ensure that the grade requested is a true reflection of the playing standard of
the player.

Players who are identified as being incorrectly graded by their clubs, are liable to

be
re-graded by the National Statisticians WITHOUT warning.

Such re-gradings will be retrospective and effective immediately, and could result
in the player, or the player's team being disqualified from events by Squash NZ,
where it is considered that the incorrect grade has had, or is likely to have had,
an undue influence on the outcome of an event.



13. Club Member Management by Club Administrators

There are THREE main options for the management of  your club’s membership and
grading list within the Squash NZ SIT Platform.
a. ADDING NEW Players to your club’s membership /grading list in the SIT system.

- This procedure is for players who are NEW to “club squash” and are NOT already
showing on the membership/grading list of another club in the SIT system.

- For EXISTING Club Members who require a Player Code and Grade and who are
on your clubs membership list on the SIT system, only Option a, Step 4 below
needs to be undertaken.

b. Moving Existing Players to your club’s membership/grading list in the SIT system.
- This is for transferring a new member of your club, to your club’s membership and
or grading list, from the membership / grading list of their previous club.

c. Deleting an existing club member from your club’s membership/grading list.

- This is for deleting an existing club member to your club’s membership and grading
list, where the member has left your club.

- (Note - this is not for “suspending” a member from your club’s membership /
grading list, where the member has not paid subscriptions, but is likely to do so in
the future. Refer to the SIT manual for details of how to suspend a member).

All of the above actions require that you are able to log into the Squash NZ SIT Platform and
that you have “Club Administrator” rights/access for the system.

Adding a NEW “club squash” player to your membershi p/grading list.

This is also for existing players who are already on the membership list of a club within the
SIT system.

The NEW player needs to be registered in the SIT system and apply for membership of
your club , via the system, before they can:

- Be added to your clubs membership list, AND if required,

- Be allocated a Player Code / Grade and Points and appear on your clubs grading list.

The PLAYER must undertake the following steps before they can be allocated a player
code and appear on the grading list:

Step 1: the player needs to go to: http://www.squash.org.nz/sitthomepage
- READ the home page carefully.

- CLICK the “REGISTER” button — in the (right hand column),

- COMPLETE the “Register as New User” screen and click “Submit”.

- CLICK the link that is sent to them by the Squash IT Platform via email to confirm their
email address.

Step 2:



- The player then needs to login to the Squash IT Platform using their “User Name” and
“Password.

- CLICK on the “Membership” tab on the menu bar on the left hand side.
- CLICK “Apply for Membership”

- The player locates the club they want to become a member of, then click “add”.

- This player will now appear as a “Pending Member” under Member Management in
the Administration tab.

The CLUB ADMINISTRATOR

Step 3:  the club administrator needs to go
- login with their username & password.

- CLICK the “Administration” tab on the menu bar on the left hand side, then select
“Member Management”.

- Select “Pending Membership” next to the option saying membership.

- Select “Approve” next to where the pending members are located.

NOTE: If this player does NOT require a Player Code / Grade and Points, NO further action
is required. This player will show up as a “leisure member” under member management. The
Player will be able to access the Squash NZ IT platform to update their profile / contact
details etc as they wish, using their login and password, once they are changed from
“pending member” to “member”.

If this player REQUIRES a Player Code, Grade & Points :

Step 4 the Club Administrator;

- Clicks on the “Administration” tab on the menu bar, then selects “Add/Move/Delete

player”.



Select the option “Add Player”
Complete the boxes on the screen with all known details

Click “Send to Squash New Zealand”.

NOTES:

Requests for Player Codes / Grades will generally be actioned within 24hrs by Squash NZ
(Monday to Friday), and an email will be sent to the Club Administrator confirming the new
player code.

14. Senior Players (including Masters)

a)

b)

Senior players may only be allocated a grade of F to A1l. When a grade (and player
code) is requested for a senior player, care must be taken to ensure that the grade
requested is a true reflection of the player's standard. It is not always correct for a
senior player seeking a grade for the first time to be given an F grade. A player may
have been playing socially for some time (years in some cases) and as such the
player's true standard may be higher than F.

Likewise, care MUST be taken in respect of players who have previously had a
grading, but for some reason have not been graded for one, two or more seasons.
The grade requested for such a player should reflect their true ability - in some cases
this could be as high as B or A grade, depending on the previous playing history of
the club member concerned. A player returning to competitive squash should NOT
be allocated a grade below that which they held previously. If in doubt, ask the
District Statistician.




15. Junior Players

c)
d)

Players aged 18 or under at the date a player code / grade is requested.
Junior players may be allocated a grade from J5 to Al.

15.1. The "J Grades" - Playing Standard - Ages

e)

f)

9)

The "J Grades" are primarily intended as "starter grades" for young "beginner” juniors
who have limited ability, but wish to participate in competition - tournaments and
interclub. Improving skill levels will result in movement through the "J" grades to the
"F" grade, which is currently the "beginner" grade for "adults" with little or no prior
experience.

In general terms, it is expected that juniors in the J5 and J4 grades will be 6 to 8 year
olds, who are "learners" in their first season. (i.e. learning to serve correctly, return
the serve correctly and start a rally.)  Juniors in the J3 to J1 grades will more likely
be 9 to 13 year olds, in their second or third seasons, with a better ability than their
younger J4/J5 club mates. As with the senior grading list, it is very much a
"judgement call" as to where a "new" junior player is placed in the junior grading list.
The grade into which a "new" junior player is placed must be based on ability (or lack
of ability).

A junior seeking a grade may have been playing socially with their parent and/or at
junior club nights for some time before asking for a grade. In such cases the "new"
junior is unlikely likely to be J4 or J5. Each junior player must be assessed
individually to ensure a correct grading.

15.2. Equality of Grades - Boys / Girls"

h)

Ideally, for the purposes of the lower "J" grades (J5 to J3) it is the intention that boys
and girls should be of similar playing ability, but not necessarily the same age. For
example, "J3 girl* should approximately equate to a "J3" boy", however a boy may be
in his first/second season and an 8 to 9 year old, where as a girl may be in her
second/third season and 10 to 11 years old.

The prime purpose of attempting an equality of playing standard, is to facilitate
MIXED interclub and tournament competition for the young juniors in the J grades,
where in many cases there are insufficient girls to enable single sex tournament
draws / interclub teams for the girls.

However, once the boys and girls reach the "J2-J1" grades the difference in standard
will generally become more obvious.

15.3. Competition matches between Boys and Girls

K)

To allow matches between boys and girls to count for grading purposes, the
separation of the male and female grading lists that is applicable in respect of seniors
and masters, does NOT apply in respect of JUNIOR players, E1 and below.

Likewise the “grading adjustments points tables” detailed on page 6 do not apply.
For matches between boys and girls, E1 and below, a straight plus 30 points for the
winner and minus 20 points for the looser applies.

MOVING Existing Players to your club’s membership/g rading list on the SIT system,
from another club (or changing name)

The CLUB ADMINISTRATOR -




- CLICKS the “Administration” tab on the menu bar on the left hand side, then select
“Member Management”.

- Select the option “Move Club”
- Complete the boxes on the screen with all known details
- Click “Send to Squash New Zealand”.

NOTES:

1. Prior to undertaking the above action, the Club Administrator should undertake a
“Search” of their club’s member management list on the SIT system to obtain the details
of the player to be transferred to the club’s membership /grading list.

2. If the player cannot be identified as being in the SIT system by undertaking this search,
it is possible that the player’s previous club has asked for the player to be “deleted” and
thus the player is ‘hidden’ within the system. Therefore before this form can be filled out,
the player needs to apply for membership of their new club before they can be changed
(as explained above).

3. If Squash NZ cannot identify the player as being in the SIT system (either hidden or
showing on the list of another club), the Club Administrator will be advised and the
Player will need to “Register” as a NEW club member and apply for membership.

Requests for the transfer of players between clubs will generally be actioned within 24hrs by
Squash NZ (Monday to Friday), and an email will be sent to the Club Administrator
confirming the new player code.

DELETING an existing club member from your club’'s m  embership/grading list.
There are TWO separate actions available under this option. See NOTES below.

1. Completely deleting an existing club member from your club’s membership and
grading list, where the member has left your club.

2. Deleting an existing club member from your club’s grading list , where the player has
indicated that they no longer wish to be graded and will not be playing in competitive
events.

The CLUB ADMINISTRATOR

- CLICKS the “Administration” tab on the menu bar on the left hand side, then select
“Member Management”.

- Select the option “Delete Player”
- Complete the boxes on the screen with all known details

- Click “Send to Squash New Zealand”.

NOTES:

1. A player should only be deleted from a club’s membership and grading list where the
player has left the club long term/permanently.

2. A player who indicates to a club that they will not be playing and paying a membership
for a season, for whatever reason, should be “suspended ” from the clubs membership
lists.



Likewise a player who has not paid their subscription may be “suspended” by the club
administrator.

A player can be quickly “reactivated” by the Club Administrator when the player pays their
subscription and/or commences playing again. This is done by the club administrator clicking
“promote” next to the suspended members who are now full members by the club again.

A suspended player will NOT appear on the clubs grading list.

1. A player who indicates to a club that they no longer wish to be graded (i.e. are not going
to play competition in the future), may be deleted from the club’s grading list , but they
can remain on the clubs membership list as a leisure member.

2. When completing the DELETE PLAYER screen, the club administrator must give a clear
indication as to the exact action required. This is either;
) Delete from grading list and/or
) Delete from membership list, and the reason for the request.

16. Manual Adjustment of Player Grades/Codes

a. Where a Club Statistician considers that a particular player is incorrectly graded and that
a "manual" adjustment should be made for the player - either up or down - details of the
adjustment required (and supporting information / results) are to be submitted to the
District Statistician. The District Statistician then forwards this request onto Squash New
Zealand with supporting evidence as to why this manual adjustment should be made.

b. Where the adjustment is in respect of higher graded players (C/B/A grade) it is advisable
that the Club Statistician discuss the adjustment with the District Statistician.

17. Coding of Events
a) After the Player Code, this is the most critical part of the Grading System.

b) Interclub - The responsibility for the correct entry of Player Codes onto Interclub
Result Cards falls to the individual teams and particularly to the team captains and
every effort needs to be made at the beginning of the competition to ensure that both
team members and team captains are aware of the importance of this task.

c) Teams Events - The responsibility for the correct entry of Player Codes onto Teams
Event Result Sheets falls to the tournament director and the manager/team captains
of the individual teams and every effort needs to be made at the start of the
competition to ensure that they are aware of the importance of this task.

d) Tournaments - Club Statisticians are responsible for "coding" all results from Club
"open" graded tournaments as well as any District or National events held at the
Club.

18. CHECKING Tournament Draws / Results

e) Check all the draw sheets of the event to ensure that for each individual draw the
names and player codes of ALL players are shown.

f) Players without codes should be clearly noted and where possible the information
needed to determine a player code and complete the Add Player request form on the
Squash NZ IT Platform.



19.

20.

9)

h)

K)

For "out of district" players, “Do a Search” on the grading list website may provide the
Player Code. However, if this is not successful, it will be necessary for either the
Tournament Director / Club Statistician to contact the player to obtain the information
required to complete the Add Player request form on the Squash NZ IT Platform.

Any player who enters a tournament or interclub on the National Tournament
Schedule must be a graded and affiliated player. From time to time exceptions are
made for overseas players. These exceptions are at the discretion of Squash New
Zealand.

For standard draws, number each round of each draw in ascending order. e.g. for a
16 player draw

a. Rounds 1, 2, 3 and 4 are the Championship,

b. Rounds 5, 6 and 7 are the Plate,

c. Rounds 8 and 9 are the Special Plate,

d. Rounds 10 and 11 are the Consolation Plate,
e. Round 12 is the play-off for 3rd and 4th, if held.

All draws for the whole event should be numbered in a similar manner. The
numbering of the rounds is most important as it ensures that when the results are
entered, they are in the correct playing order.

For Round-Robins, it is vital that each round of the draw be given the correct round
number to ensure that the results are processed in the order that the matches were
played.

e.g. For a six player Round-Robin, played as one match Friday night, two matches
f. Saturday & two matches Sunday, the correct round numbering is:
g. Friday night. Round 1 Saturday am. Round 2
h. Saturday pm. Round 3 Sunday am. Round 4
i. Sunday pm. Round5

NB. If some of the first round matches are played on Thursday night and some on
Friday night, the Thursday and Friday night matches should be shown on the
Tournament Results as Round 1.

Defaults

a)

b)

Once two players commence a match, the result of the match for both tournament
and grading results purposes is the same. Thus, once a match starts, a 'default’ by
either player should, for grading purposes, be recorded as a LOSS. An exception
may be made where the default is due to injury caused by the opponent.

A player who is looking like losing a match should not be permitted to deprive the
opponent of points for winning by "defaulting” the match (by claiming injury/sickness
etc). Subsequent defaults by the same player, if the player does not commence the
match should be recorded as a default.

National Events

a)

From time to time, clubs host District and/or National Events - individual and/or teams
events.



b) The requirements for these events are generally the same as for club events,
however any special requirements will be advised to the club prior to the event. If in
doubt about district or national events contact the District Statistician.

21. National Club Member Register

a) The Grading System is part of the National Club Membership Database maintained
by Squash NZ. Club members with a grading (and player code) are automatically
included in the National Club Membership Database.

b) Details of club members who don’t want or require a grading still need to register on
the Squash NZ IT Platform and apply for membership. This is explained earlier in the
manual.




