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AIS Athlete Transition Procedures

ALL PROGRAMS

	Step
	Action

	1
	Head Coach to meet with athlete (and parents if athlete U18 and appropriate/practical) to discuss the conclusion of their scholarship & conduct exit interview. Head Coach and athlete to agree on an exit date.

A face to face meeting is preferable, however in some circumstances the exit interview may need to be conducted via phone.


	2
	Head Coach to advise Sport Coordinator of athlete exit date, and advise exit interview has taken place.



CANBERRA PROGRAMS


  OUT OF CANBERRA PROGRAMS
	3
	Sport Coordinator to provide and explain to the athlete (and parents if appropriate and practical) the following documents:-

· Athlete Transition Letter 
· Athlete Transition Guidelines

· Athlete Release Form
	3
	Sport Coordinator to give or email the following documents to the athlete:-

· Athlete Transition Letter
· Athlete Transition Guidelines
(If emailed Sport Coordinator to request that the athlete send a return email acknowledging that they have received the documents).

	4
	Sport Coordinator to notify residences (if applicable) and security of exit date.
	4
	Sport Coordinator to explain above documents to athlete in person or via phone.


	5
	Sport Coordinator to follow up athlete to ensure they have arranged the necessary appointments with AIS service providers and booked in a room inspection with residence (if applicable).
	5
	Sport Coordinator to file acknowledgement of documents email from athlete on their official ASC file.

	6
	Sport Coordinator to arrange for the athlete to travel back to their home state where applicable.


	6
	Sport Coordinator to email service providers to ascertain any ongoing clinical issues that require ongoing attention. Sport Coordinator to ensure any program equipment is returned.

	7
	Sport Coordinator to view & sign completed transition form prior to athlete seeking a room inspection (if applicable).
	7
	Sport Coordinator to arrange for the athlete to travel back to their home state where applicable.



	8
	Sport Coordinator to file completed transition paperwork in the athlete’s official ASC file or wait for it to be returned by Residence.


	8
	Sport Coordinator to arrange or conduct room/flat inspection (if applicable).

	9
	Sport Coordinator to close the file and return it to Records Management.
	9
	Sport Coordinator to close the file and return it to Records Management.


