QRSS Admin Hub: Event and Team Officials

=7 Queensland
LS Government

SELIVERING

FOR QUEENSLAND

This course provides an overview of the QRSS Admin Hub for school staff who need

to submit a Transfer of Duty from their usual role to participate in QRSS events as an
Event or Team Official.

The course covers how to:
e access the QRSS Admin Hub

 set up your account when you first log in, including uploading qualification
documents and other required information

o review and accept events and submit a Transfer of Duty application for the relevant
event day(s)

o submit a training schedule when additional time away from your usual work duties
is required to attend training sessions.

Overview

Admin hub access and account management



Events

Transfer of Duty requests

Training schedule requests

SUPPORT

Need help?
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Overview
On this page:
About QRSS Event workflow
QRSS Digital Key activities for Event and Team Officials in QRSS Admin
Platform Hub

QRSS platform roles

About Queensland Representative School
Sport (QRSS)

QRSS facilitates competitive pathways in 21 sports for students between the ages of 10-19
years. Students enrolled in affiliated schools across all sectors of education have the

opportunity to compete at district, regional, state and national levels of competition. The

Department of Education facilitates these events, and school leaders and teachers plan

and lead the different levels of competition across the state.

Read more about QRSS event levels of competition —

QRSS events are categorised as entry level and next level events.

Entry level events are the lowest level of competition. They are typically District or
Sub-district trials, but some sports may start their entry level event at a Regional



level or even State level event.

School Sports Coordinators (SSCs) accept entry level event invitations on behalf
of their school and nominate qualifying students to participate. Some events
also allow parents to submit an expression of interest to self-nominate their
child.

Successful participants are then invited by a QRSS Sport Officer to go on to the
next level event for the sport such as a Regional trial. The successful athletes are
then invited to participate in the State Championship and, if selected, can be
invited to the National Championship.

\DRIEN N  National Championship

Next Level Event State Championship Previous Level Event

Next Level Event Regional Trial Previous Level Event

Entry Level Event District Trial Previous Level Event

The representative school sport program is administered through decision-making

entities across the Department of Education and educational regions in Queensland.

QRSS Digital Platform

The QRSS Digital Platform is the overarching system that supports QRSS in the

management of events, permissions, and consent processes. It is comprised of 2 areas for


https://qed.qld.gov.au/
https://education.qld.gov.au/contact-us/region-maps

different users.

e QRSS Admin Hub: Used by QRSS and Department of Education teachers and staff to
create and manage sporting events.

https://qrsseventsadmin.education.qld.gov.au

e QRSS Events Portal: An external portal used by all parents/carers and independent
students, as well as non-state school staff.

https://qrssevents.education.qld.gov.au

The QRSS Admin Hub and Events Portal are designed to improve the experience of

administering QRSS events, and sending and accepting event invitations by:

¢ replacing paper-based forms with electronic alternatives, eliminating repetitive form-

filling

e streamlining permission management for School Sport Coordinators, Principals, and

parents, reducing red tape

e ensuring secure capture and storage of student data.

QRSS roles

The QRSS Digital Platform is accessed by users in various roles, each corresponding to

specific responsibilities within the event workflow.

Select each marker below to learn more about each role.


https://qrsseventsadmin.education.qld.gov.au/
https://qrssevents.education.qld.gov.au/

Sport Event School Sport Principal/ School Event and
Officer Convenor Coordinator Principal Delegate Admin Team Officials



Sport Event School Sport Principal/ School Event and
Officer Convenor Coordinator Principal Delegate Admin Team Officials

©)

QRSS Sports Officer

QRSS Officers who administer the QRSS Digital Platform, and create and manage events at a District,
Region, and State level. These users are sometimes referred to as QLD School Sport Officers (QRSSO),
Regional School Sport Officers (RSSO), and District School Sport Officers (DRSSO) depending on the level of
event they are responsible for. They invite schools to entry level events and promote athletes and officials to
subsequent level events following their selection.



Sport Event School Sport Principal/ School Event and
Officer Convenor Coordinator Principal Delegate Admin Team Officials

©

Event Convenors

QRSS Event Officials manage specific events in the QRSS Admin Hub. They are responsible for activities such
as managing and reporting on events.



Sport Event School Sport Principal/ School Event and
Officer Convenor Coordinator Principal Delegate Admin Team Officials

©)

School Sport Coordinator

A school staff member acting in an administrative role for representative sport within each school. These
users accept invitations to entry level events for their school, nominate athletes to participate, and manage

student information. DoE SSCs use the QRSS Admin Hub system to complete these tasks.



Sport Event School Sport Principal/ School Event and
Officer Convenor Coordinator Principal Delegate Admin Team Officials

O

Principal/Principal Delegate

A school principal who approves participation of students and staff at their school for QRSS events. A
principal may assign other staff members as a Principal Delegate, who has access to the same platform

features as the principal and can approve participation requests on their behalf.



Sport Event School Sport Principal/ School Event and
Officer Convenor Coordinator Principal Delegate Admin Team Officials

©)

School Admin

An administrative role within a school responsible for updating school, student and staff records.



Sport Event School Sport Principal/ School Event and
Officer Convenor Coordinator Principal Delegate Admin Team Officials

©)

Event and Team Officials

Staff members at schools who are invited to participate as an Event or Team Official.

Event workflow

The event flow consists of a series of workflows within the QRSS Digital Platform, enabling

specific roles to:

e create events

e invite athletes and officials

e approve staff and student participation
® manage events

e record event outcomes

o select athletes and officials to the next level event.



School Sport
Coordinator

Accepts event invitation,
nominates students
Entry evel Manages athletes
H v
event and event

Sport Officer Parent & Principal/Principal Event Convenor Event Convenor Sport Officer
Create events, Independent Student Delegate Produces post- Reviews results &
invites schools & assigns Receives QRSS invitation Approves participation event report assigns participation
officials Provides permission for students and ToD for Next level event

requests for staff

!

*Entry level event: Entry level events are typically District
events, but some sports may start their Entry level event at
a Regional level or even State level event.

** School Sport Coordinators: Refers to staff (typically PE
teachers) who assist in the QRSS Pathways.

Team & Event
Officials

Accepts event invitation
Submits Transfer of Duty
(ToD) application

Team & Event
Officials

Key activities in QRSS Admin Hub for Event and
Team Officials

Event and Team Officials are invited to participate in QRSS events in roles such as Coach,
Trainer, Data Manager or Event Convenor. For many users, these activities are undertaken in

addition to their usual school or departmental role.
As an Event or Team Official, you will use the QRSS Admin Hub to:

e Accept event invitations - A QRSS Sport Officer will invite you to participate in an event.

e Complete your profile - The first time you use the QRSS Admin Hub you will need to

provide your user information, work schedule and relevant qualification documents.

¢ Submit a Transfer of Duty (ToD) application - After accepting an event invitation, submit a

ToD application for the time you will be away from your usual duties.



e Submit a training schedule, where required - If you need additional time away from your
usual duties to participate in training sessions, you will also need to submit a training

schedule.

* Receive approval - Your ToD application and, where relevant, Training schedule are
sent to your approving supervisor for review and approval. This will usually be your
School Principal, or your supervisor if you are another Department of Education

employee.

e Participate in the event - Once your application is approved, you will be notified and

can participate in the QRSS event.

For future events: Your profile information and

documents are already in the system, so you will

generally only need to accept the invitation and submit
a new ToD application and training schedule, where
required.
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Admin hub access and account management

On this page:

Accessing the Admin Hub  Platform navigation

Department of Education staff access the Admin
Hub at:

https://grsseventsadmin.education.gld.gov.au

Accessing the Admin Hub

The Transfer of Duty (ToD) process in QRSS Admin Hub is designed to streamline the
assignment and onboarding of staff selected as Event Officials for QRSS events. It ensures
that all required information, declarations, and training requirements are captured

efficiently and in a structured manner.

When a staff member is assigned to an event by a Sport Officer, they are required to
complete the ToD process within the platform. This includes validating their profile details,
accepting the transfer of duty, completing mandatory declarations and, where applicable,

managing training schedules.


https://qrsseventsadmin.education.qld.gov.au/

Once a Sport Officer invites you to an event as an Event or Team Official, you will receive a

generic email notification with a link to log in to the Admin Hub.

New activity in Queensland Representative School Sport Digital Platform requires your attention

QRSS event admin <grssevents@dev.grsseventsadmin.education.gld.gov.au>
To © BHARATIYA, Richa

@ This sender qrssevents@dev.grsseventsadmin.education.gld.gov.au is from outside your organization.

(@ If there are problems with how this message is displayed, click here to view it in a web browser.

Department of Education Queensiand Representative School Sport

Dear Richa,

There is a new activity in Queensland Representative School Sport Digital Platform that
requires your attention

Contact us

Contactus

R4 Phone: 13 QGOV (13 74 68)

Followus f ©

The State of Queensland 1995-2026 Department of Education
Terms of use

ot

To access the Transfer of Duty form, select Log in from the email notification. Sign in to the

QRSS Admin Hub using your departmental Single Sign-On (SSO) credentials.



v @ sign into your account x | 4+ - =] x

& G @ O hipsy/loginmicrosoftonline.com/3e8e7df1-84bb-426b-a575-4¢57c2911224/0auth2/authorize?client_id=00000007-0000-0000-c000-000000000000&response_type=code%20id_token&scope=openiddé... | { Guest (@) -

%Queensland Goy
Sign in

Email, phone, or Skype

@, sign-in options

Platform navigation

After logging in to the Admin Hub you will access QRSS functions through the Apps screen.

This is the entry point for key applications used to manage school and event information.

Apps available
Depending on your permission level, you may see the following

apps:

Permission access

Event profile Used to manage event- Available to all
related information and Department of
activities (Transfer of duty Education
and Training schedule). employees who

have access to the



QRSSDP

Regional
and District
SSO

School

profile

P> Admin Hub > Apps screen

Used by Queensland School
Sport Officers to create and
manage QRSS events and
maintain accurate, up to
date master data.

Used by Regional and
District Sport Officers to
create QRSS events at a
district, regional and state
level.

Used to manage school
event nominations and
school staff within the QRSS
Digital Platform.

QRSS Digital
Platform.

Queensland School
Sport Officers only

Regional and
District School Sport
Officers only

Principals, School
Sport Coordinators
and School Account
Admin

~ Published Apps (4)

QRSSDP

Streamline customer and event
management with QRSSDP,
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Events

On this page:
Navigating Event Profile app  View event details

Navigating Event Profile app

The Event Profile app is the primary workspace in QRSS Admin Hub

where you can access all event-related information and complete

Transfer of Duty activities.

From the Event Profile app, you can:

e view your assigned events, including event details and bulletins

¢ manage your Transfer of Duty (ToD) requests

¢ view and manage your Transfer of Duty and training schedules.

Admin Hub > Event profile > navigation



i Dynamics365 = Event profile SANDBOX

- B3 Show As B showChart () Refresh Visualize this view @2 Export to Excel @ Import from Excel @ sh
@ Home
© Recent v Active events (official) [ Editcolumns Y7 Editfiters | O Filter by keyword
A Pinned Vi O Event. Tv Eventnamev Sport Gender v Agegro..v  Levelv levelna.. v Eventst.v Startdate.. lv Enddatean..v Venuev Created on v Modif
New Group - y . B

EV-7616 Aquathlon 10-15 yrs State Championship Aquathion  Boysand 10-15 yr State Queensiand  Publish. 10-Jul-27 80, 12-Jul-27 80, Abercom StateSc..  24-Aug-26 2 07-Sey
B events

£V-7983 Swimming 10 yrs Boys Central Sharks Dist. Swimming  Boys 10yr District Central Sh Publish. 02Jun-2780..  02-Jun-2740..  Nissan Arena 01-Sep-26 11 08-Sef

€3 Transfer of duty requ.

€3 Training schedule re.

View event details

Events you have been assigned as an Event or Team Official will show on the Events page.

Note: You can only view the event details and bulletin, you can't edit
any event information.

B Admin Hub > Event profile > Events



Dynamics 365 | E

nt profile

@ Home
® Recent v
X Pinned v
New Group

{3 Transfer of duty requ.

<% Training schedule re..

@ Read-only: You don't have access to edit this record.

< B C ORefresh & Check Access Event preview

Swimming 10 yrs Boys Central Sharks District Trial - saved

st
Event

Event details Bulletin  Officials ~ Participants  Next level event  Post event reporting ~ Related

Event name Swimming 10 yrs Boys Central Sharks District Trial

Level District

District [ Central Sharks

Sub-district name

Sport 5 Swimming

Competition type Trial

Entry level event

Gender @ Boys

Age group @ 10y

Age criteria Must tumn 10 years old in that calendar year (i. between 1 Jan and 31 Dec inciusive)

Next level event £ Swimming 10 yrs ast Regional Trial

oys Metropolitan

Soort sessions

Venue

Venue address

Additional venue
information

Start date and time

End date and time

Nomination due date

Nomination method

Trial/Championship results

Hosting office

EV-7983

EventID

Nissan Arena

590 Mains Road Nathan QLD 4111 Australia

02-Jun-27

02-Jun-27

01-Jul-27

By invitation

[ Central Sharks dist

@ Share

Published Richa BHARATIVA
Event status Owner

800 AM

400PM

12:00 AM

() Refresh B Seeall records
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Transfer of Duty requests

On this page:

Transfer of Duty requests Accept a Transfer of Duty invitation

View active requests Declining an event

Transfer of Duty requests

The Transfer of Duty requests tab allows you to review and take action on your assigned
transfer of duty requests. It is the starting point for accepting or rejecting your role as an

Event Official or Team Official.

Within this, you will be able to:

e view all assigned transfer of duty requests
e open arequest to review details
e accept or reject the transfer of duty

e complete required staff profile information (if applicable).

View active requests

1. From the left-hand navigation select Transfer of Duty requests.



2. Double click on the transfer of duty record to open the request.

P Admin Hub > Event profile > Transfer of duty requests

Dynamics 365 Event profile

& B Focused view 5] Show Chart New () Refresh 4 Visualize thisview [ Emailalink =~ @I ExporttoExcel ~~ @1 Import from Excel | @ share

@ Home
©® Recent v My active transfer of duties f Editcolumns 7 Editfilters | A Filter by keyword
# Pinned e [] ToDIDTv Event v Event start date v Position v ToD workflow status v Approver (Internal) ¥ Created On v
New Group

] ID-0678 Aquathlon 10-1 10-Jul-27 8:00 AM Event conve Pending invitation accepta... (@Y Guy DETOMA (Offline) 07-Sep-26 2:55 PM
B Events 1

] ID-0679 Aquathlon 10-1 10-Jul-27 8:00 AM Coach Pending invitation accepta... (@Y Guy DETOMA (Offline) 07-Sep-26 2:59 PM
&b Transfer of duty requ...

- (0 1D-0680 Swimming 10y 02-Jun-27 8:00 AM Coach Pending invitation accepta... (@Y Guy DETOMA (Offline) 07-Sep-26 3:22 PM

b Training schedule re...

] ID-1126 Basketball 10 yr 21-Apr-26 8:00 AM Event conve. Principal approved @ Guy DETOMA (Offline) 09-Apr-26 5:07 AM

Rows: 4

The General tab is the default section of the Transfer of Duty (ToD) request. It provides an

overview of the event and captures key information related to your assignment.

B Admin Hub > Event profile > Transfer of duty requests > General tab

Dynamics 365 | Evet profle SANDBOX

B C Bsae @ Save&Close submit () Refresh @ Check Access 2, Assign @ Share
Y Home
® Recent v TD-0680
2 Pinned Transfer of duty request
New Group Notification requests ~ Related -
B events
] &% Transfer of duty requ. Event ® [ swimming 10 yrs Boys Central Sharks District Trial

By accepting a Transfer of Duty, you understand that:
Training schedule re.. R

& 9 Event start date 6 02-jun-27 800 AM * Your Transfer of Duty may require an absence from your regular duties on the day of the event and training days to carry
out your official event-related responsibilities;

8 * You agree to use your personal mobile phone for communication with athletes and their parents, in accordance with the
Event end date 6 02-Jun-27 400PM g your pe P p

Standard of Practice (February 2016),

fulfll your official duties.

v R You must notify the relevant Representative School Sport officer if there are any changes to your employment conditions
enue & m
Nissan Arena that may affect your official event-related responsibilities.

Venue address 590 Mains Road Nathan QLD 4111 Australia

& coun = ee e

Pending invitation acceptance

Position
ToD workflow status

ToD user & @ Duane TERBEEST (Offine

User information

First name *®  Duane Mobile Phone * 000000000000
Last name 6 TERBEEST Home Phone
Primary email "0 dterb9@eqeduau & WorkPhone

Primary residential suburb * 19 Denny Way



Accept a Transfer of Duty invitation

Accepting a Transfer of Duty (ToD) invitation confirms your availability and consent to
participate as an Event or Team Official. Once accepted, you can proceed to complete

required details, declarations, and submit the ToD form for approval.

1. Select Accept to accept the event invitation.

P Admin Hub > Event profile > Transfer of duty requests > General tab

Dynamics 365 Event profile SA N D B OX

« 8 0 Save @ Save & Close Submit () Refresh @, Check Access R, Assign @ share
@ Home
O Recent V' TD-0680 - saved
2 Pinned \ | Transfer of duty request
NGt General  Notification requests ~ Related
B Events
| & Transfer of duty requ.. Event ® [ swimming 10 yrs Boys Central Sharks District Trial

By accepting a Transfer of Duty, you understand that:

£ Training schedule re... Event start date o oy 800 AM o Your Transfer of Duty may require an absence from your regular duties on the day of the

event and training days to carry out your official event-related responsibilities.

Event end date B 02-Jun-27 400 PM * You agree to use your personal mobile phone for communication with athletes and their
parents, in accordance with the Standard of Practice (February 2016), to fulfill your official
" 8 duties.
lenue o
n B Nissan Arena « You must notify the relevant Representative School Sport officer if there are any changes to
your employment conditions that may affect your official event-related responsibilities.
Venue address 590 Mains Road Nathan QLD 4111 Australia
1
Position ®  Coach Accept Reject
ToD workflow status  *®  pending invitation acceptance
ToD user s} @ Duane TERBEEST (Offline)

If you are a first-time user, additional information will be required upon accepting the

Transfer of Duty (ToD).

Once you select Accept on the ToD request you will be prompted to complete the User

information section.

User information section



The User information section captures essential personal and work-related details

required for your assignment.

Please note:

e You cannot edit your username or primary email address.

¢ Any changes to these details must be handled by an administrator.

You will be required to complete:

o work details

e emergency contact information

Once all the user’s information is captured, the Transfer of Duty tab will be visible.

P Admin Hub > Event profile > Transfer of duty requests > General tab

i Dynamics365 = Event profile SA N D B OX

B C Hswve @& save&Close submit () Refresh @ Check Acc
@ Home
© Recent TD-0680
2 Poned Transfer of duty request
=D General Transfer o] Notification requests  Related
B vents
User information
] &% Transfer of duty requ.
First name ®  Duane Mobile Phone 000000000000
{3 Training schedule re.
Last name ©  TERBEEST Home Phone
Primary email ® dterb9@eqedusu & Work Phone
Primary residential suburb * 19 Denny Way
Postcode 1123

Emergency contact

First name dan Mobile phone 4444444244
Last name P Email test@test.com
Work details
QCT registration number o k schedule Part time
Blue card number - Monday M
AM
rsday
Friday oM

Transfer of Duty tab




The Transfer of Duty tab is a key section where staff complete all the required information
to confirm their participation as an Event or Team Official. It captures important
declarations and ensures compliance with organisational requirements before the

Transfer of Duty is finalised.

Within this tab, you will be able to:

e access the Declaration section

e accept terms and conditions

e provide media consent

e complete all other mandatory declarations

e submit your Transfer of Duty form.

B> Admin Hub > Event profile > Transfer of duty requests > Transfer of Duty tab

i Dynamics 365 Event profile S A N D B OX

o ® C save @ Save & Close submit () Refresh @ Check Access 2, Assign
@ Home
© Recent v | TD-0680 -save
% Pinned o | Transfer of duty request
New Gron General | Transfer of Duty | Notification requests ~ Related
B Events
Privacy and media consents
&3 Transfer of duty requ Approver @ Guy DETOMA (Ofiline)
€% Training schedule re. =
he Queensland Department of Education (the department) collects, records, uses an es personal information
Terms and conditions about staffin conne h their participation in events managed by Queen: ive School Sport
T T T T e e s (QRSSS). The way the department collects and manages personal information ed in the Privacy Statement and

Collection Notice for St onal Informatio
nt of Education privacy statement
uct In this section, the department asks you to provide certain acknowledgements and consents in relation to the Event.

Please note that it may take up to two working days for your update of consent to be reflected in our system.

Terms and Conditions

ection Notice for Staff nal Information including the

Do you have any health conditions that affect your work in the event? hat purposes personal information is collected, recorded, used and disclosed, and

hird party organisations, contractors and volunteers available at the

Could you require medication as an emergency response, e.g. for asthma, anaphylaxis?

s a training schedule required for this event? Privacy collection notice
acknowledgement

You may choose how you would prefer your name to be disclosed (e.g. in competition programs, media, display boards at
events and third partv event management proarams). If no selection is made or if vou choose not to disclose vour name.

Select each heading to learn more about the sections within the Transfer of Duty tab.

1. Terms and conditions _



The Terms and conditions section lists key policy documents such as:

o Department of Education privacy statement

e Code of Conduct

e Standard of Practice

« Privacy policy and procedures

o Guide to human rights

» Use of mobile devices procedures

You are required to:

« carefully read the provided policies

« confirm your agreement before proceeding.

< B C Save @ Save & Close submit () Refresh @ Check Access &, Assign @ Share
@ Home
© Recent v TD-0680
% Pinned v, Transfer of duty request
Nt G General Transfer of Duty  Notification requests ~ Related
B Events

. Privacy and media consents

143 Transfer of duty requ. Approver @ Guy DETOMA (Offline) x Y

{3 Training schedule re...
The Queensland Department of Education (the department) collects, records, uses and discloses personal information
Terms and conditions about staff in connection with their participation in events managed by Queensiand Representative School Sport
(QRSSS). The way the department collects and manages personal information is explained in the Privacy
Collection Notice

1 have read, understood, and agree with the following terms and conditions:

Personal Informa

In this section, the department asks you to provide certain acknowledgements and consents in relation to the Event

Please note that it may take up to two working days for your update of consent to be reflected in our system.

Terms and Conditions

I have read and understood the Privacy Statement and Collection Notice for Staff Personal Information including the
Do you have any health conditions that affect your work in the event? information concerning how and for what purposes personal information is collected, recorded, used and disclosed, and

information about the involvement of third party organisations, contractors and volunteers available at the d

Information and privacy management page.

Could you require medication as an emergency response, e.g. for asthma, anaphylaxis?

Is a training schedule required for this event? Privacy collection notice
acknowledgement

You may choose how you would prefer your name to be disclosed (e.g. in competition programs, media, display boards at
events and third party event management proarams). If no selection is made or if vou choose not to disclose vour name.

2. Privacy and media consents —

This section explains how your personal information is collected, used, and
disclosed.


https://qed.qld.gov.au/privacy%20Code%20of%20Conduct
https://queenslandschoolsport.education.qld.gov.au/official/Documents/qrss-code-of-conduct.pdf
https://qed.qld.gov.au/workingwithus/Documents/code-of-conduct-standard-of-practice.pdf
https://ppr.qed.qld.gov.au/pp/information-management-privacy-and-security-policy
https://www.qhrc.qld.gov.au/resources/guides-and-toolkits/easy-ready-guide-queensland-human-rights-act
https://ppr.qed.qld.gov.au/attachment/use-of-mobile-devices-procedure.pdf

You must:
« acknowledge the Privacy Statement and Collection Notice

« confirm your understanding of how your data will be managed.

The platform may also request:

» media consent preferences

« whether your name can be displayed in event-related materials.

= ¢« B [ Hswe & Save&Close submit () Refresh O Check Access 2, Assign @ share
@ Home

O Recent v TD-0680 -save

2 Poned < Transfer of duty request

New Group

B Events

140 Transer of duty requ

% Training schedule re.

Terms an d Conditions
Do you have any health conditions that affect y K in the
Could q 9 p g. for asthma, anaphyl

a training schedule required for thi Privacy collection noti

sssssss

ed a code to identify ye

cluding middle name, where required)

3. Additional declarations _

You will also be required to respond to the following:
« any health conditions that may affect your participation

» whether you require emergency medical support (e.g. asthma,
anaphylaxis)

« confirmation if training is required for the event.



S— SANDBOX

€ B O BHsae & Save&Close submit () Refresh @ Check Access &, Assign @ share

TD-0680 - sa
% Pinned Transfer of duty request

N oo General  Transfer of Duty  Notification requests ~ Related

4. Uploading official certifications and supporting documents —

The Upload paper form section allows event officials and administrators to
upload supporting documentation required for participation and
compliance purposes. Documents uploaded through this section are stored
against the individual's record and can be viewed in the Documents grid.

Accessing the Upload paper form section:
1. Open the relevant Transfer of Duty request or Official record.
2.Scroll to the Upload paper form section.
3.Select the appropriate document type from the dropdown list.
4. Browse and attach the required file.
5.Select Upload.

6. The uploaded document will appear in the Documents section once
successfully saved.

Available document types
The following document types are currently available:



» Coach qualification

» Student protection certificate
e QRSS induction certificate

« Concussion training certificate

o First aid certificate

i Dynamics365 | Event profile SANDBOX

= « 8 0 Save @ Save & Close Submit () Refresh @ Check Access &, Assign @ share
@ Home
O Recent ~ | TD-0680 - saved
<7 Pinned v Transfer of duty request
@ General Transfer of Duty  Notification requests  Related v/
ol Wednesday <
1 €3 Transfer of duty requ.. Thursday v
&b Training schedule re.
riday PM v
Documents O Refresh
[] Namelv Documentt.. v Created On . . vpe
Upload training certificates
[J  CSVIestUpload (4).csv Key messa.. 25-Jun-26 1
Document Type — select — “
Files Coach qualification
Student protection certificate
QRSS induction certificate
Concussion training certificate
Rows: 2
First aid certificate

5. Media consent and privacy preferences —

This section within the Transfer of Duty (ToD) tab captures the staff
member’s consent regarding how personal information may be used in
relation to event activities.

Users are required to record their preferences for:
« name disclosure
« usage of personal information for:

o event merchandise



o promotional purposes (e.g. website, social media, print materials)

o third-party services, where applicable.

i1 Dynamics 365 | Event profile SA N D BOX

« B8 O Save @& Save & Close Submit () Refresh @ Check Access R, Assign @ share
@ Home
Offecert ¥ TD-0680 - saved
L ~ Transfer of duty request
New Group General  Transfer of Duty  Notification requests ~ Related ™

B Events o

| & Transfer of duty requ 1 give consent for the Department of Education to collect, record, use and disclose my
personal information for the following purposes as described in more detail in the

@ Training schedule re... Statement and Collection Notice for Staff :

« Event mel memorabilia purposes
including recording, publishing and promotion of events via

in printed or other forms of media as set out in the list for the

« Using the services of third-party providers relevant to the event, including any purpose,
d by operators of those apps and websites as a
of the personal information outside of Australia in the

commercial or otherwise, re:

condition of use; and disclos:
course of such use. If you do not provide consent to this item, the student’s name will
not be used or disclosed in any such third-party software or applications, other than as
necessary for:

o administrative purposes (e.g. booking travel or accommodation); or

rposes if you provide the consent above.

© promotiona

Event merchandise purpose - v

6. Approver —

The Approver is the designated supervisor responsible for reviewing and
approving your Transfer of Duty (ToD) application.

» You must select an appropriate approver as part of the submission
process.

« In most cases, a default approver will be available based on your
assigned school or role.

« If multiple approvers are listed, select the most relevant supervisor (e.g.
Principal or delegated authority).



Dynamics 365 Event profile

= « B (O BSave & SaveaClose Submit () Refresh @ Check Access R, Assign @ share
@ Home
O Recent V| TD-0680 - saved
<7 Pinned v Transfer of duty request
New Group General Transfer of Duty Notification requests  Related
] Events
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I have read, understood, a (-} . t e managed by Queensland Representative School Sport (QRSSS). The way the department
Richa BHARATIYA collects and manages personal information is explained in the Privacy Statement and
i v Collection Notice for Staff Personal Information

£ agvanced In this section, the department asks you to provide certain acknowledgements and

consents in relation to the Event.

« Privacy policy a
« Guide to human rights

Use of mobile devices procedures Please note that it may take up to two working days for your update of consent to be
reflected in our system.

Terms and Conditions : v

| have read and understood the Privacy Statement and Collection Notice for Staff Personal
Do you have any health conditions that affect your work in the event? Information including the information concerning how and for what purposes personal

information is collected, recorded, used and disclosed, and information about the

involvement of third party oraanisations, contractors and volunteers available at the

Declining an event

The Transfer of Duty (ToD) process provides the option to decline an assigned event if you

are unable to participate.

1. When you select Reject, the ToD request will be marked as declined, indicating that you

are not available to undertake the assigned role.

2. A Decline reason must be selected from the available options (e.g. change of region, time

constraints, other commitments, not eligible).

3. The request must then be saved to complete the action.

Admin Hub > Event profile > Transfer of duty requests > Transfer of Duty tab
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Transfer of duty request

General Transfer of Duty  Notification requests  Related v

Event *® [ Swimming 10 yrs Boys Central Sharks District Trial

Event start date 02-Jun-27 800 AM

Event end date 02-Jun-27 400PM

Venue @ Nissan Arena

Venue address 590 Mains Road Nathan QLD 4111 Australia

Position @emEn

ToD workflow status Invitation declined

ToD user Duane TERBEEST (Offiine)

User information

First name *® Duzne

Last name *®  TERBEEST
Primary email 8

& dterb9@eq.edu.au

Primary residential suburb * 19 Denny Way

By accepting a Transfer of Duty, you understand tha

* Your Transfer of Duty may require an absence from your regular duties on the day of the event and training days to carry

out your official event-related responsibilities.
You agree to use your personal mobile phone for communication with athletes and their parents, in accordance with the
Standard of Practice (February 2016) to fulfill your official duties.

You must notify the relevant Representative School Sport officer if there are any changes to your employment conditions
that may affect your official event.-related responsibilties

Dedline reason

~-Select-

v --Select--

Change of region
Time

Other Commitments

Mobile Phone No longer eligible
Other

Home Phone

Work Phone
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Training schedule requests

On this page:

Training schedules Withdrawing_ applications

Resubmitting training schedules What if you have multiple roles?

Training schedules

Training schedules are required for specific roles such as Coach, Manager, Trainer, where
training sessions are conducted prior to the event and attendance at those sessions is

required for that official.

It captures and seeks approval for all planned training sessions related to the assigned

event.

e Submission of the training schedule may be completed separately from the transfer

of duty.
e Both the transfer of duty and training schedule must be approved before:
o commencing any training activities

o participating in the event.



e Each training schedule is directly linked to a corresponding transfer of duty request

for the same event.

Add a training schedule during transfer of duty submission
Select this option when the training schedule details are available
during the transfer of duty request submission. This ensures all

necessary training information is captured as part of the process.

Note: If the training schedule details are not available when
submitting the transfer of duty request, the training schedule can be
created later using the + New option from the Training schedule
requests area.

Steps 1 - 3: Open the request and add training schedule —

1. Open the Transfer of Duty request.
2. Set Is the training schedule available for submission now? to Yes.

3. In the training schedule section, select + Add training schedule.
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€ Training schedule req..
15 the traning schedule avalable for submission how?

Yes ‘I
1
Traning schedule d training schedule
Name 1 - ToD Request©  Training Workflow Status ~  Created n - (C]

d anything to show here

Rows:0

Privacy collection notice Yes
acknowledgement

You may choose how you would prefer your name to be disclosed (e. in competition programs, media, isplay boards at events and third
party event management programs). If no selection is made of if you choose not to disclose your name, you will be assigned a code to
identify you.

Full name (including middle name, where required)
First name only
Do not disdose name

Name Disclosure Full name
Preference
Media consent Yes

al purpose
media as set out i the
Using the services of thirg:

including recording, publishing and promotion of events via social media, online or in printed or other forms of

15 relevant to the event, including any purpose, commerdial or otherwise, required by operators
of those apps and websites as a condition of use; and disclosure of the personal information outside of Australa in the course of such
use. If you do not provide consent to thi item, the student's name will not be used or disclosed in any such third-party software or
applications, other than as necessary for

o administrative pu

(2.0 booking travel or or

o promotional purposes if you provide the consent above.

Steps 4 - 5: Complete the training schedule details and save —

4. Complete the required training schedule details:

Training Schedule User

Approver

Training date from

Training date to

Time and location

5. Save the training schedule record.
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Training Workflow Status  *  pending training submission
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Add a training schedule after transfer of duty has been
submitted

Select this option if the training schedule details are unavailable
during the transfer of duty request submission. Once confirmed, you
can create a training schedule request and link it to the existing

transfer of duty request.

Note: The training schedule request will be associated with the
selected transfer of duty request and will progress through the
training schedule workflow independently of the original Transfer of
Duty (ToD) submission.



Steps 1 - 2: Create new training schedule request —

1. Navigate to Training schedule requests from the left navigation menu.

2. Select + New.

i1 Dynamics 365 | Event profile SA N D BOX
2

= & | 9 Focused view [ Show Chart m O Refresh 4 Visualize this view () Email a Link @7 Export to Excel @ Import from Excel | @ share
@ Home
O Recent v My active training schedule requests {3 Editcolumns Y Edit filters | 2 Filter t
% Pinned ™M []  Namelv ToD Request v Training Workflow Status v Created On v
New Grou —
g 1 O 150014 TD-0438 Pending principal approval 14-Jul-26 3:08 AM
[J  15-0060 1D-0679 Pending principal approval 07-Sep-26 3:00 PM
&% Transfer of duty requ.
| &2 Training schedule re.
Rows: 2
. . . .
Steps 3 - 4: Select event and complete trainings schedule details —

3. Select the relevant Event and Transfer of duty request.
4. Complete the required training schedule information.

5. Select Save to create the training schedule request.
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Training Workflow Status  *  pending training submission Y

Approver (Internal)

Training date form MMM/yy

Training date to dd/MMMyyy
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Resubmitting training schedules

In the case where a training schedule is rejected, you will be notified by email, and can

resubmit a modified training schedule after consultation with your approving supervisor.

Where a training schedule has been marked as Principal rejected, open the record and

submit a revised training schedule as above.

This will then reset the training schedule to Pending Principal approval and the approving

supervisor will be notified that the revised training schedule is awaiting review.



Withdrawing Transfer of Duty/Training
schedule applications

You may withdraw a Transfer of Duty (ToD) application, whether approved or not, by

selecting withdraw on the Transfer of Duty request.

Being withdrawn from an event by a Sport Officer —

You may also be withdrawn from an event by a Sport Officer. In this case, no
action is required from yourself, and the event will automatically be
removed from the list of events.

P> Admin Hub > Event profile > Events > New Event details

# Dynamics365 | Event profile SAN D) BOX

@ (@ B sae G Save&Close () Refresh @, Check Access R, Assign @ share

@ Home

© Gz ¥ | TD-0680 - saved

57 Pinned v Transfer of duty request

New Group General Transfer of Duty  Notification requests  Related

B Events

| &% Transfer of duty requ... Event *® [ Swimming 10 yrs Boys Central Sharks District Trial

By accepting a Transfer of Duty, you understand that:

& Training schedule re... Event start date & 02-jun27 800 AM « Your Transfer of Duty may require an absence from your regular duties on the day of the

event and training days to carry out your official event-related responsibilities.
« You agree to use your personal mobile phone for communication with athletes and their

Event end date & 02-jun-27 400 PM
parents, in accordance with the Standard of Practice (February 2016), to fulfill your official
" o duties.
n =T
enue B Nissan Arena « You must notify the relevant Representative School Sport officer if there are any changes to
your employment conditions that may affect your official event-related responsibilities.
Venue address 590 Mains Road Nathan QLD 4111 Australia
Position & Coach
ToD workflow status ~ *®  pending principal approval

ToD user *® @ Duane TERBEEST (Offline)

What if you have multiple roles?



A separate Transfer of Duty (ToD) and Training schedule must be submitted for each role
undertaken, regardless of whether the roles are performed at the same event or across

linked events.

Note: Submit one ToD and one Training schedule per role, per event.
Multiple roles require separate submissions.

Examples:

e If you are the Event Convenor for a District Trial and the Coach for a Regional Trial,

submit 2 ToDs and 2 Training schedules—one for each role.

e Ifyou are both the Event Convenor and Team Manager at the same Regional Trial,

submit 2 ToDs and 2 Training schedules—one for each role.
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Need help?

Contact information

For assistance with the QRSS Admin Hub, please contact:

grss.digital.platform@qed.gld.gov.au

Next steps

Please return to QLearn to complete the feedback
survey.
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