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Organizational Operating Guidelines

Organization:

College of Micronesia- FSM

Sport & Recreation Office
Communication

· Management-Director, COM-FSM staff

· SBA

· State Reps. Of the four State

· Other COM-FSM department

1. Transportation

2. Maintenance

3. Cafeteria

4. Dispensary

Awareness and Promotion

Develop and implement communication initiates to promote (sports programs and activities to students, staff, community and the media as applicable.

Facilities

· Maintenance Program

· Maximizing Usage

· Scheduling

· Safety

· New Facilities

· Tennis

· Ensure sport program participants have access to adequate safe facilities

· Inspect and make reports to the Director of R&S on unsafe or unusable facilities

· Monitor the facilities maintenance program and schedule

· Develop and conduct an annual calendar of events

· Monitor and enforce facilities and equipment usage regulation

Equipment
· Provide equipment for sport programs and activities 

· Monitor equipment condition and replace broken or unusable equipment

Finance

· Reporting

· Monthly

· Annual

· Budgeting – Develop an annual budget to secure annual operating funds

· Activities

·  Maintenance

·  Administration 

· Equipment

· Use correct financial practices to account for all expenditure and income

Major Events
· Play a significant role on the organizing committee for the Foundation Day multi- sport event

· Organize and conduct the sport program for Foundation Day celebration

Meeting and Reports

· Conduct monthly meeting: to review activities and recent progress, receive reports from key staff.

· Play a significant role in the COM- FSM Sport Council General Meeting including submission of a detailed report on COM- FSM Sport and Recreation Office activities and Finances.

Organization Development

This organization

· Identify the skill development and training needs of the people in the COM- FSM Sports and Recreation Office.

Planning

· Formulate a development and implementation plan activities and program delivery that links closely with the COM-FSM Sports Council strategic plan

Policy and Regulations

· Maintain students, staff, and community sport participation and athlete development and as the major focus and priorities for COM-FSM

· Implement COM-FSM sport policy development process at the COM-FSM GYM sport and Recreation Office

· Assist in formulation of facility regulations and procedures to ensure the proper usage and maximum longevity of sport facility assets.

· Monitor the implementation of facility regulations and procedures to ensure safe and proper usage and maximum longevity of sport facility assets.

Programs and Activities

· Conduct COM students/grass roots sport activities that help promote COM sport

· Assist sport with the co-ordination and conduct of sport programs and activities 

· Establish and co-ordinate a comprehensive annual calendar of activities and events for COM-FSM students and staff in consultation with Director of Residence and sports

· Assist the preparation of athletes, coaches and officials for COM-FSM national and international games events

School Sport and Physical Education (PE)
· Assist school with co- ordinate and conduct of sport and PE programs throughout Pohnpei State

· Maintain links at the operational level with and between schools and local, state and national sporting organizations and federations to ensure programs and activities grow.

· Links with state sporting federation to conduct school holyday sport camps to increase participation and exposure to variety of sports

Sport Education

· Co-ordinate and conduct generic sport education activities for coaches, administration and official

· Assist sports with the co- ordination and conduct of sport education activities for coaches, administrators and officials.

· Develop a collection of generic sport resources for loan to sports.

Sport Sciences and Sport Medicine
· Co- ordinate the provision of sports science and sports medicine services to appropriate level athletes and coaches.

· Assist in the implementation of national sporting federation talent identification program to identify talented athletes and local coaches who would most benefit from additional development programs and competition opportunities

