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These Standard Operating Procedures (SOPs) set out the operational processes of the Munster Branch.
They are established under the authority of the Munster Branch Regulations and may be updated by the Committee as required.
[bookmark: _Toc228731484]SOP 1 — MEMBERSHIP MANAGEMENT

1. PURPOSE
The purpose of this SOP is to establish clear and consistent procedures for the verification and administration of membership for all activities conducted under the authority of the Munster Branch.
This SOP ensures that:
· only eligible members participate in competitions and activities 
· membership verification is conducted in a consistent and controlled manner 
· decisions relating to eligibility are made in accordance with the Regulations of Table Tennis Ireland (TTI) 
All membership status and eligibility shall be determined based on official records maintained by Table Tennis Ireland.
2. SCOPE
This SOP applies to:
· the Executive Committee
· competition organisers 
· referees
· designated officials involved in the administration of events
· any person responsible for verifying eligibility for participation 
This SOP applies to:
· all competitions organised under the authority of the Munster Branch
· selection processes for representative teams 
· any activity where eligibility to participate is dependent on TTI membership status 
3. RESPONSIBILITY
The Committee retains overall responsibility for ensuring compliance with membership and eligibility requirements.
Operational responsibilities shall be as follows:
· Competition organisers are responsible for conducting initial membership checks prior to competitions, including verification of entry lists where applicable
· Referees shall have final authority on all matters relating to eligibility at competitions and events conducted under the authority of the Munster Branch 
· The Committee shall address any eligibility matters arising outside of competition environments, including selection eligibility and post-event issues 
All individuals involved in membership verification shall rely solely on official Table Tennis Ireland records when determining eligibility.

4. MEMBERSHIP VERIFICATION
All membership verification shall be conducted using the official Table Tennis Ireland (TTI) membership system or such system as may be designated by TTI from time to time.
Membership verification shall take place at the following stages:
· Entry Stage
Where practicable, membership status shall be verified at the point of entry to ensure that only eligible players are accepted into competitions 
· Pre-Competition Stage
Prior to the commencement of a competition, organisers shall review entry lists and confirm eligibility based on available TTI records 
· On-the-Day Verification
The referee shall have the authority to verify and confirm eligibility at any point before or during a competition 
Where membership status cannot be confirmed, the matter shall be referred to the referee for decision.
Absence of confirmation of eligibility shall not be treated as confirmation of eligibility.

5. ELIGIBILITY
A player shall be considered eligible to participate in activities under the authority of the Munster Branch where they:
· are affiliated to Table Tennis Ireland 
· are in good standing in accordance with TTI Regulations 
· are not subject to suspension or disciplinary restriction 
Eligibility for specific competitions or representative selection may be subject to additional criteria as defined by:
· the Regulations of Table Tennis Ireland 
· the relevant Standard Operating Procedures 
· competition-specific conditions 

6. COMPETITION ELIGIBILITY CONTROL
Only players deemed eligible in accordance with this SOP shall be permitted to participate in competitions organised under the authority of the Munster Branch.
The following procedures shall apply:
· Where a player’s eligibility is confirmed, they shall be permitted to compete 
· Where a player’s eligibility is unclear or cannot be verified, participation shall only be permitted at the discretion of the referee and shall not be guaranteed 
· Evidence provided by a player shall not override official TTI records 
· Where a player is determined to be ineligible, they shall not be permitted to compete 
· A player deemed ineligible shall be withdrawn from the competition and any matches not yet played shall be treated in accordance with competition regulations 
In making a determination, the referee may consider:
· available TTI records 
· any relevant information available at the time 
The referee’s decision on eligibility during a competition shall be final for the purposes of that event, subject to review by the Committee.
Any eligibility issues identified after a competition shall be referred to the Committee for review.
The Committee may take appropriate action, including:
· confirmation or amendment of results 
· referral to Table Tennis Ireland 
· application of any relevant disciplinary procedures 

7. DATA MANAGEMENT
All membership data used by the Munster Branch shall:
· be sourced from official Table Tennis Ireland (TTI) systems 
· be used solely for legitimate administrative, competition, and eligibility purposes 
· not be altered, duplicated, or maintained as an independent record of affiliation 
Access to membership information shall be limited to:
· Committee members 
· competition organisers 
· referees 
· designated officials 
only to the extent necessary to perform their roles.
All personal data shall be handled in accordance with:
· applicable data protection legislation 
· the policies and procedures of Table Tennis Ireland 

The Branch shall not publish or distribute membership data except where required for:
· competition administration 
· official communications 
· compliance with TTI requirements 


8. REVIEW AND COMPLIANCE
This SOP shall be reviewed by the Committee:
· periodically, and 
· where required due to changes in TTI systems, policies, or Regulations 
The Committee shall ensure that this SOP remains:
· consistent with the Regulations of Table Tennis Ireland 
· aligned with operational practices of the Branch 
All individuals responsible for the implementation of this SOP shall:
· comply with its provisions 
· apply its procedures consistently 
Failure to comply with this SOP may result in:
· corrective action by the Committee 
· referral to Table Tennis Ireland where appropriate
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1. PURPOSE
The purpose of this SOP is to define the procedures for the organisation, structure, and delivery of competitions under the authority of the Munster Branch.
This SOP ensures that competitions are conducted:
· in a fair, consistent, and transparent manner 
· in alignment with the Regulations of Table Tennis Ireland (TTI) and the ITTF 
· using structured and repeatable formats 

2. SCOPE
This SOP applies to:
· all competitions organised under the authority of the Munster Branch 
· ranking tournaments 
· open competitions 
· development events 

3. RESPONSIBILITY
The Committee retains overall responsibility for competitions.
Operational delivery shall be assigned to:
· competition organisers 
· referees 
· designated officials 

4. COMPETITION FORMATS
Competitions shall be organised using:
· group stages (round robin) 
· knockout stages 
· plate competitions where applicable 
The format shall be determined based on:
· number of entries 
· available time 
· venue capacity
The objective is to:
· maximise participation 
· ensure fairness 
· maintain competitive integrity 


5. GROUP FORMAT
Where group stages are used:
· Groups shall normally consist of three (3) or four (4) players 
· All players within a group shall play each other (round robin) 

Where practicable:
· the top two (2) players shall progress to the main knockout draw 
· remaining players shall enter a plate competition, where applicable 

Where groups of four are used:
· all players shall receive a minimum of three matches 
· plate entry may include bottom-placed players where appropriate 

6. SEEDING PRINCIPLES
Players shall be seeded based on:
· Table Tennis Ireland rankings 
· Munster rankings 

Where rankings are not available:
· players shall be treated as unseeded 

Seeding shall aim to:
· distribute top players evenly 
· maintain competitive balance across groups 


7. SEEDING METHOD (SNAKE SEEDING)
Players shall be placed into groups using a snake seeding system, as follows:
· No.1 seed → Group 1 
· No.2 seed → Group 2 
· continuing sequentially through all groups 

Second seeds shall be placed in reverse order:
· e.g. last group → second seed placed first 

Remaining players shall be allocated to groups:
· sequentially or randomly 
· typically filling third positions in groups 

This structure shall be applied consistently unless adjustment is required.

8. CLUB SEPARATION
Where possible:
· players from the same club shall not be placed in the same group 

This may be achieved by:
· exchanging third-seeded players between adjacent groups 
· making limited adjustments to non-top seeded players 

Where required, the referee may:
· exchange second seeds 
· adjust players outside the top seeds 
· maintain strict seeding where necessary

Such adjustments shall:
· minimise club clashes 
· not compromise overall seeding integrity 

The referee shall decide on all club separation adjustments.

9. PROGRESSION FROM GROUPS
Progression shall be determined by:
· finishing position within the group 

Where applicable:
· top two (2) players progress to the main knockout 
· remaining players enter plate competitions 

10. TIE-BREAKING
Group standings shall be determined in the following order:
1. number of matches won 
2. head-to-head result 
3. ratio of games won to games lost 
4. ratio of points won to points lost 
Where multiple players are tied, all tie-breaking calculations shall be based only on the results between those tied players.

11. KNOCKOUT STRUCTURE
Knockout draws shall be structured to maintain competitive balance.
Where a standard quarter-final structure applies:
· 1 v 8 
· 5 v 4 
· 3 v 6 
· 7 v 2 

This structure shall:
· protect higher-ranked players 
· ensure balanced progression 

Where necessary, adjustments may be made by the referee to:
· accommodate format constraints 
· ensure fairness 


12. SMALL NUMBER OF GROUPS
Where there are a limited number of groups, seeding may be adjusted to maintain a correct knockout structure:
· 2 groups: adjust seeds (e.g. 3 & 4, 5 & 6) 
· 4 groups: exchange seeds where required to maintain balance 
· 6 groups: adjust lower seeds (e.g. 7 & 8) 

Such adjustments shall:
· preserve knockout structure 
· maintain competitive balance 


13. UNEVEN ENTRIES
Where the number of players is uneven:
· groups may vary in size 
· players may be added to later groups 
· byes may be introduced where necessary 

The objective shall be to:
· maximise number of matches per player 
· ensure fairness 
· maintain a consistent structure 

Where possible:
· groups of four shall be prioritised to ensure a minimum number of matches 

14. BYES
Where byes are required:
· byes shall normally be assigned to higher-seeded players 
· in group stages, byes may be assigned to groups with fewer players 
· in knockout stages, higher seeds shall receive byes 

15. 5–8 PLAY-OFFS
Where appropriate:
· play-offs may be used to determine positions 5–8 
· these shall normally involve quarter-final losers 

Play-offs are optional and may not be used in all events.

16. SMALL ENTRY EVENTS
Where entries are low:
· 2 players → direct final or playoff 
· 3–5 players → round robin 
· 6–7 players → format determined by referee 

The referee shall determine the most appropriate structure.

17. MATCH FORMAT
Matches shall normally be:
· best of five (5) games 
Exceptions may apply for:
· younger age groups 
· plate competitions 
· time-restricted events 

18. REFEREE AUTHORITY
The referee shall have authority over:
· competition structure (where adjustment is required) 
· scheduling and table allocation 
· rule application 
· dispute resolution 

The referee may:
· adjust formats where necessary 
· resolve operational issues 
· make decisions in the interest of fairness 

19. SCHEDULING
Competitions shall be managed to:
· minimise delays 
· maximise table usage 
· ensure efficient progression 

Where groups of four are used:
· scheduling shall ensure all matches are completed efficiently 


20. RESULTS
All results shall:
· be recorded accurately 
· be submitted where required for ranking purposes 


21. COMPLIANCE
All competitions shall comply with:
· Table Tennis Ireland Regulations 
· ITTF rules 


22. DISCRETION
The referee may exercise discretion where necessary to:

· resolve operational issues 
· adjust formats due to constraints 
· ensure fair completion of the competition 

All such decisions shall be:
· reasonable 
· consistent 
· aligned with the principles of this SOP 
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1. PURPOSE
The purpose of this SOP is to define the process and criteria for the selection of players to represent Munster in Inter Provincial competitions and other representative events.
This SOP ensures that selection is conducted in a:
· fair 
· transparent 
· consistent  

manner, in accordance with the Regulations of Table Tennis Ireland (TTI).

2. SCOPE
This SOP applies to:
· Inter Provincial team selection 
· all Munster representative teams 
· any selection decisions made under the authority of the Munster Branch 

3. RESPONSIBILITY
The Executive Committee retains overall responsibility for all selection decisions and will appoint a Performance Sub-Committee to manage the selection process.
The selection process shall operate as follows:
· The Performance Sub-Committee shall: 

· assess player performance 
· apply the selection criteria set out in this SOP 
· nominate players for selection 
· The Executive Committee shall: 

· review nominations 
· ratify final team selections 
Final authority for selection rests with the Executive Committee, based on the recommendations of the Performance Sub-Committee.

4. ELIGIBILITY
To be eligible for selection, a player must:
· be affiliated to Table Tennis Ireland 
· be in good standing 
· satisfy Inter Provincial eligibility requirements, including being born in Munster and/or having a minimum of two (2) years residency in Munster 
· not have represented another Province within the restricted period defined by TTI 
· not be subject to suspension, disqualification, or anti-doping sanction 

In all cases, Table Tennis Ireland Inter Provincial Regulations shall take precedence.

Inter Provincial eligibility shall at all times be governed by the Regulations of Table Tennis Ireland.

5. GENERAL SELECTION PRINCIPLES
Selection shall be based on:
· performance 
· rankings 
· participation 
· consistency 
· commitment 

No single factor shall automatically determine selection, except where explicitly defined within this SOP.

6. RANKING AND PARTICIPATION REQUIREMENTS
Selection shall be based on:
· Table Tennis Ireland rankings 
· Munster rankings 

The following minimum participation requirements shall apply:
· Junior categories: minimum of three (3) Munster ranking events 
· Senior categories: minimum of two (2) Munster ranking events 
· Attendance at Munster development camps (Juniors)

Where rankings are tied:
· the player with the higher discard score shall be ranked higher 

Where exceptional circumstances affect participation or rankings, the Committee may adjust these requirements.

7. SELECTION PROCESS
Selection shall be carried out in the following structured sequence:
· Junior teams shall be selected in order: 

1. Under 13 
2. Under 15 
3. Junior 
Once selected, players shall not be considered for selection in higher age categories.

The Performance Sub-Committee shall:
· review all eligible players 
· apply the criteria set out in this SOP 
· submit nominations to the Executive Committee 


8. JUNIOR CATEGORY SELECTION
The selection of Junior teams shall be based on the following criteria:
· Up to two players may be selected from the top 10 of the Irish ranking list 
· These players shall be selected first, in order of ranking 
· Remaining positions shall be filled by the highest-ranked players in the Munster rankings not already selected 

Where no players are ranked within the top 10 nationally, selection shall be based entirely on Munster rankings.

Provincial rankings must be based on participation in the minimum number of required events.

Players may be considered across age categories prior to final selection in order to ensure viable team selection.

9. SENIOR CATEGORY SELECTION
Selection shall be based on:
• Top two male players from the top 20 in the Irish rankings
• Top female player from the top 10 in the Irish rankings
• where no players meet these criteria, selection shall be based on Munster rankings
Remaining places shall be filled by:
• the next highest-ranked players from the Munster rankings

10. UNDER 21 CATEGORY SELECTION
The Under 21 team shall be selected:
· only where deemed feasible by the Performance Sub-Committee 
· and ratified by the Executive Committee 

Selection shall be based on:

· Munster rankings 
Players selected for Junior teams:
· shall not be eligible for Under 21 selection 

11. VETERAN CATEGORY SELECTION
Selection shall be based on Munster Veteran rankings:
· Top three male players 
· Top female player 

12. PARA CATEGORY SELECTION
Selection shall be based on Munster Para rankings:
· Top three players, regardless of gender or classification 

13. WILDCARD SELECTION
Wildcard selections may be made in exceptional circumstances.
The following limits shall apply:
· Junior categories: maximum of two (2) wildcard selections 
· Under 21 category: maximum of two (2) wildcards 
· Senior category: maximum of one (1) wildcard
Wildcard selection may be applied where:
· a player has suffered injury or illness 
· a player has experienced exceptional personal circumstances 
· insufficient ranking data exists 

All wildcard selections must:
· be nominated by the Performance Sub-Committee 
· be justified 
· be ratified by the Executive Committee 

14. REPLACEMENT OF PLAYERS
Where a selected player withdraws prior to competition, their place shall be filled by the next eligible player in the relevant ranking list 

15. COMMUNICATION OF SELECTION
Selected players shall be notified in a timely manner.
Where appropriate, non-selected players may be informed.

16. DISCRETION
The Executive Committee retains limited discretion in selection matters and shall apply such discretion only in exceptional circumstances and in a manner consistent with the principles set out in this SOP.
Such discretion shall be exercised:
· in accordance with this SOP 
· in a fair and consistent manner 
· with reference to the principles of transparency and integrity 

17. COMPLIANCE
All selection decisions shall comply with:
· Table Tennis Ireland Regulations 
· Inter Provincial eligibility rules 
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1. PURPOSE
The purpose of this SOP is to define the procedures for the management, control, and oversight of all financial activities of the Munster Branch. Financial operations shall include management of online entry payments and reimbursement of expenses.
This SOP ensures that all financial activity is conducted in a:
· transparent 
· accountable 
· controlled 

manner in accordance with Table Tennis Ireland (TTI) requirements.

2. SCOPE
This SOP applies to:
· all income received by the Branch 
· all expenditure incurred 
· all persons authorised to handle or approve financial transactions 

3. RESPONSIBILITY
The Executive Committee retains overall responsibility for financial governance.
The Treasurer shall be responsible for:
· maintaining financial records 
· overseeing income and expenditure 
· preparing financial reports 

All Committee members share responsibility for ensuring proper financial control.

4. GENERAL PRINCIPLES
All financial activities shall be conducted in accordance with:
· transparency 
· accountability 
· proper authorisation 
· accurate record-keeping 

No financial commitment shall be made without prior approval.

5. BANK ACCOUNT
All Branch funds shall:
· be held in a bank account in the name of the Branch 
· not be held in personal accounts 

6. INCOME
Income may include:
· competition entry fees 
· grants and funding 
· sponsorship 
· other approved sources 

All income shall be:
· recorded 
· traceable 
· lodged to the Branch account 

7. CASH HANDLING
Where cash is received:
· cash shall be counted by two individuals 
· amounts shall be recorded at the point of collection 
· cash shall be reconciled against entries or records 
· cash shall be lodged promptly 

8. EXPENDITURE
All expenditure must:
· relate to approved Branch activity 
· be properly authorised 
· be supported by documentation 

9. APPROVAL OF PAYMENTS
All payments shall require approval by:
· at least two authorised Committee members 

No individual shall:
· approve and process a payment independently 

Where practicable:
· the Treasurer shall not be the sole approver 

10. EVENT FINANCIAL CONTROL
For competitions and events:
· expected costs and income shall be identified in advance where possible 
· income and expenditure shall be recorded per event 
· a summary of financial outcome may be reported to the Committee 

11. EXPENSE CLAIMS
Expense claims must:
· be submitted with receipts 
· relate to approved Branch activity 
· be submitted within a reasonable timeframe 

Claims shall:
· be reviewed and approved before reimbursement 
· be rejected where insufficient evidence is provided 

12. RECORD KEEPING
The Branch shall maintain:
· income records 
· expenditure records 
· supporting documentation 

Records shall be:
· accurate 
· up to date 
· available for review 

13. REPORTING
The Treasurer shall:
· provide periodic financial updates to the Committee 
· prepare annual accounts 
· support submission to TTI 

14. BUDGETING
Where appropriate, the Committee may:
· prepare budgets for events 
· monitor actual performance against expected costs 


15. EXPENSE REIMBURSEMENT
Committee members and authorised persons may be reimbursed for:
· reasonable 
· properly incurred 
· approved expenses 

16. COMPLIANCE
All financial procedures shall comply with:
· Table Tennis Ireland requirements 
· applicable financial regulations 
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1. PURPOSE
The purpose of this SOP is to define the procedures for communication, coordination, and operational delivery of all activities under the authority of the Munster Branch.
This SOP ensures that:
· activities are delivered in a structured and coordinated manner 
· communication is clear, consistent, and accurate
· responsibilities are clearly defined


2. SCOPE
This SOP applies to:
· the Executive Committee 
· competition organisers 
· referees 
· designated officials 
· any person acting on behalf of the Branch 

3. RESPONSIBILITY
The Executive Committee retains overall responsibility for:
· governance 
· decision-making 
· approval of activities 

Operational delivery shall be carried out by:
· designated organisers 
· referees 
· assigned Committee members 
Each activity or event shall have a designated lead person responsible for delivery.
4. OPERATIONAL PLANNING
The Branch shall operate based on a Calendar of Events, which shall form the basis of its Operational Plan.
The Calendar shall:
· include competitions, training, and development activities 
· be approved by the Committee 
· be implemented by designated organisers 

5. EVENT DELIVERY
Each event shall:
· have a defined structure (as per SOP 2) 
· have a designated organiser 
· have an appointed referee where applicable

The organiser shall be responsible for:
· coordination of the event 
· communication with players 
· logistical arrangements 

The referee shall be responsible for:
· rule enforcement 
· competition control 

6. INTERNAL COMMUNICATION
Communication within the Branch shall take place through:
· Committee meetings 
· agreed communication channels 
All key decisions shall be clearly communicated and be recorded where appropriate.

7. OPERATIONAL COMMUNICATION
Communication between:
· organisers 
· referees 
· Committee members 

shall ensure:
· clarity of roles 
· coordination of tasks 
· timely delivery of events 

8. EXTERNAL COMMUNICATION
All external communication shall:
· reflect decisions approved by the Committee 
· be accurate and consistent 

Where appropriate:
· communication shall be issued by a designated person 
· no individual shall issue official communication without authority 

All official external communication shall be issued through agreed Branch communication channels.

9. COMPETITION COMMUNICATION
Players shall be provided with:
· event details 
· schedules 
· entry information 
· updates 

in a timely manner prior to and during events

10. ROLE CLARITY
All individuals acting on behalf of the Branch shall:
· understand their responsibilities 
· operate within the authority assigned to them
· not exceed their role 

11. DECISION AUTHORITY
No individual shall:
· commit the Branch to decisions 
· incur expenditure 
· issue official statements 

without appropriate Committee approval.
During competitions:
· the referee shall have authority over competition matters (as per SOP 2) 

12. ISSUE MANAGEMENT
Operational issues shall be:
· addressed promptly 
· escalated where necessary 
Where required:
· the organiser shall refer issues to the referee or Committee 


13. COORDINATION WITH TABLE TENNIS IRELAND
The Branch shall:
· coordinate with Table Tennis Ireland where required 
· align with national programmes 
· comply with TTI communication requirements 

14. RECORD KEEPING
Records shall be maintained of:
· events delivered 
· key decisions 
· relevant communications 

15. DELIVERY STANDARDS
All activities shall aim to:
· maximise participation 
· ensure quality delivery 
· operate efficiently 

16. DISCRETION
The Committee or designated organiser may exercise discretion where necessary to:
· resolve operational issues 
· adjust delivery 
· ensure continuity 
Such decisions shall be:
· reasonable 
· consistent 
· aligned with Branch objectives 
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1. PURPOSE
To define the structure, calculation, and administration of the Munster ranking system, based on sanctioned Munster ranking events.

2. SCOPE
This SOP applies to:
· all Munster ranking events 
· all players participating in those events 
· the calculation and publication of rankings 

3. RESPONSIBILITY
The Executive Committee retains overall responsibility for the ranking system.
Operational responsibility shall be assigned to:
· designated ranking administrator(s) 

The Committee shall:
· approve the ranking structure 
· oversee updates and publication 
· resolve disputes where required 


4. RANKING EVENTS
Only events sanctioned by the Munster Branch shall count towards rankings.
The number of ranking events per season shall be determined by the Committee.

5. RANKING POINTS
Points shall be awarded based on finishing position in each ranking event.
· Higher finishing positions shall receive higher points 
· Points allocation shall be consistent across all events unless otherwise specified 

The points allocation table used for ranking events shall be defined and published by the Committee at the start of each season and shall remain consistent throughout the season.
6. BEST RESULTS / DISCARD SYSTEM
Where multiple ranking events are held:
· A defined number of best results shall count towards a player’s ranking 
· Lower results may be discarded 

The number of counting events and discard rules shall be determined by the Committee at the start of the season.

7. RANKING CALCULATION
A player’s ranking shall be based on:
· total points from counting events 
· after application of any discard rules 

Rankings shall be calculated consistently across all categories.

8. ELIGIBILITY FOR RANKING
Only players who:
· are affiliated to Table Tennis Ireland 
· are eligible to compete in Munster events 

shall receive ranking points.

9. TIE-BREAKING
Where players are tied on ranking points, positions shall be determined by:
· best individual event result 
· head-to-head results (where applicable) 
· consistency across events 

Where necessary, tied positions may be shared.

10. RANKING UPDATES
Rankings shall be updated:
· after each ranking event 
· or at defined intervals during the season 

Updated rankings shall be:
· published 
· made available to players and organisers 

11. USE OF RANKINGS
Rankings shall be used for:
· seeding in competitions 
· selection reference (as per SOP 3) 

Rankings shall not be the sole determining factor in selection unless specified.
Season Transition
At the commencement of a new season, the final rankings from the previous season shall be used for the purposes of initial seeding and competition structuring until sufficient ranking data is established for the current season.

12. DISCRETION
The Committee may exercise discretion in relation to rankings where necessary to:
· correct errors 
· address exceptional circumstances 
· ensure fairness 

All such decisions shall be:
· reasonable 
· consistent 
· recorded 


13. COMPLIANCE
The ranking system shall operate in accordance with:
· Munster Branch Regulations 
· Table Tennis Ireland Regulations

image1.jpeg




