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Th is course is the second in the Athlete Leadership Training Series within the Sports Track.

See the one-page handout regarding the list of Athlete Leadership Courses within the Athlete Leadership Training Series. 

Athletes as Officials Course
From Coaching to Conducting Competition, Special Olympics Athletes Taking on New Roles

Welcome to the Athletes As Officials Course – Officiating Track and Field. Are you ready for a new challenge in Special Olympics? Do you know how to talk with other athletes so that they understand what you mean? Do you like helping at a competition?
As we know, the key to improving athlete performance and well-being is based on the quality of sport training and experiences provided by the local Special Olympics coach and the sport-specific competition management teams. In addition, sports training is complemented by the quality and frequency of competitions in which the athlete participates. The term “coach” refers to the individual who assumes responsibility for athletes, actively trains them, and coaches them in competitions (the Class A Volunteer). In some cultures, the coach is referred to as “trainer.” We are broadening the term “official” to include an individual who is part of the competition management team and assumes a role as part of conducting the competition. There is a range or continuum of such positions from shagging balls through head referee or umpire.

How do I know I’m ready to be an official?
Nobody knows for sure until they try it!  Many people volunteer to be Special Olympics coaches or competition management team members and then find that it just wasn’t for them.  You may do the same thing once you go through the Training School and experience working with athletes alongside the head coach.  Another way to know if you are ready to be an official is by watching an official and asking yourself if that is what you want to do.  If you REALLY want to do it, you are probably ready!

Another way to see if you are ready is to ask your coach if you can volunteer to assist in a local competition.  Ask them to show you several of the roles an official can play, then ask if you can help with one or more of those jobs.  If it turns out that you like doing that and you want to learn more, you can ask about going to a sport-specific officiating course. 

What do I do if I think I am ready to be an official?
This course is an excellent first step in exploring the possibilities. There is a continuum of opportunities within Track and Field. This course will provide a test ground for several of them. Before we get into those options, let’s first look at goals and expectations.

This introductory course on officiating will provide basic knowledge, skills, value statements and a practical application for the athlete to work toward becoming an official. The mentor provides a variety of opportunities for the prospective official to meaningfully contribute their ideas. Two key learning areas include managing the group of athletes and solving problems. The goals are to help athletes showcase their sport skills in decision making and/or help athletes have a meaningful competitive experience. Within this course, the athlete who is going through the training will be referred to as the “Prospective Official”. 

Desired Outcomes

1. Describe Athlete Leadership.

2. Describe what it means to be an official.

3. Identify what an official needs to know.

4. Outline expectations that the Prospective Official has for the Mentor and that the Mentor has for the Prospective Official.
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Explore the various competition management roles or jobs which reflect different levels of responsibility.

6. Experience competition management with athletes.

7. Plan next steps in training and certification.

The course will be divided into four parts:

Part 1: 
Explore what it means to be an “official” and what the prospective official needs to know.

Part 2: 
Explore the jobs and levels of responsibility.

Part 3: 
Test the role – through practical experience of a competition management experience.

Part 4: 
Wrap-up – next steps and course evaluation.

Part 1: Explore What It Means to Be an Official 

1.  Is officiating or competition management for me?
Things to Consider: With the help of your Mentor if needed, complete the following self-assessment of your actions, interests, abilities and capabilities that are related to officiating.

Place a mark (“X”) in each box that identifies your actions, interests, abilities and capabilities. Then briefly describe why you feel it is important in the space provided.

· Do you enjoy helping others?

· Are you comfortable with athletes of any age – young, school-age and adult? 

· With what age group would you prefer working?  

· Are you willing to listen and follow instructions from the Starter or Games Director? 


· Are you patient and calm when dealing with athletes who are misbehaving? ​​​​​​​​


· Can you keep a positive attitude in negative situations? 

· Can you manage a group of athletes? 

· Can you problem solve and help athlete’s learn and/or change their behavior? 

· Do you have good sportsmanship and uphold the code of conduct? 

· Are you willing to learn more about your sport through ongoing training and certification? 

· Can you deal with criticism even when you feel it is undeserved? 

· Are you responsible and reliable? 

· Can you keep smiling? 


Any other comments 

Prospective Official 

Date 

Mentor 

2. What do I need to know to be an official or competition management team member?

Now that you see where you are with competition management and athletes, the next consideration is what you need to know to be an official or competition management member. Having the desire is a great beginning; learning what an official needs to know is the next step. 

Briefly describe what each of the following phrases means.

· Special Olympics’ mission, athlete oath and uniqueness from other sport organizations

· Divisioning and advancement to higher levels of competition 

· Necessary skills of competition management (staging; measuring; scoring; timing)

· Communication skills (verbal and nonverbal) 

· Organizational skills (staging; awards) 

· Rules, including those for events with lower skilled athletes ​​​​​​​​​​​​​​​​​​​​​​

· Ability to perform competition management skills despite chaotic situations around you.

· Ways to help athletes having problems with waiting their turn

· Knowledge of athletes’ physical abilities, medical concerns, emotions, behaviors, etc. 

· Ways to motivate and encourage athletes toward their personal best ​​​​​​​​​​​​​​​​​​​​​​​​

· Safety – in environment 

· Who and how to contact in an emergency ​​​​​​​​​​​​​​​​​​​


Additional comments

Prospective Official 

Date 


Mentor 


Introduction to Competition Management

The following section is a guide for hosting a quality Special Olympics track & field meet.  For more information regarding general guidelines for running quality competitions, please refer to the appropriate section in the Guide. This section will focus on structure and the various positions and responsibilities of each.
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EVENT MANAGEMENT TEAM

1. MEET DIRECTOR (EVENT DIRECTOR)

a. Secures necessary facilities and equipment

b. Recruits, directs, and oversees the Event Management Team

c. Ensures meet schedule is followed

d. Ensures all Special Olympics rules and guidelines are followed

e. Member of the Sport Rules Committee

2. VENUE MANAGER

a. Assists in registering qualified and interested individuals 

b. Obtains meet schedule and develops a schedule for meet volunteers

c. Oversees officials during the meet

d. Member of the Sport Rules Committee

e. Works in conjunction with Volunteer Coordinator to assign and train volunteers

3. VOLUNTEER COORDINATOR

a. Recruits volunteers to manage registration

b. Recruits volunteer to serve as Announcer

c. Provides volunteers with a list of responsibilities

d. Ensures athlete applications and medical forms are checked according to SOIN procedures

e. Registers all-day event volunteers using appropriate form

f. Coordinates the recognition of meet volunteers (t-shirts, etc.)

g. Manages the evaluation of the meet

4. OPERATIONS COORDINATOR

a. Recruits qualified volunteers to manage first aid, awards, and hospitality

b. Provides volunteers with a list of responsibilities

c. Coordinate acquisition of needed equipment

d. Assists in set-up and maintenance of the competition venue

RUNNING EVENTS - PERSONNEL

One person for each position is needed, unless otherwise noted.  These positions are needed for each running station.  The personnel listed below with numbers needed are the ideal.  The last point in each position’s responsibilities identifies if this person’s role can be combined with others or not.

1.
STARTER
Responsibilities:

a. Has entire control of the competitors at their marks.

b. Is the sole judge, except as herein otherwise provided, of fact as to whether or not any competitor has gone over the starting line.  Decisions of the fairness of a start are not appeal able.

c. Gives warnings and disqualifications at the start.

d. Do not combine roles for the Starter.

2.
CLERK OF THE COURSE



Responsibilities:

a. Receives the competitors from the escort

b. Calls them to the starting line

c. Explains the race.

d. Do not combine roles for the Clerk.

3.
FINISH LINE COORDINATOR


Responsibilities:

a. Ensures that the recorder and timers are ready to perform their assigned duties.  

b. Ensures that the finish line area is free from unauthorized personnel.

c. Informs the starter, by radio or flag, when the next race may begin.

d. The Finish Line Coordinator may also be the Recorder or a Timer.

4.
RECORDER



Responsibilities:

a. Enters the results of each race in the finish book.

b. Enters the results in the awards book.

c. Gives final results and final places to the awards escort.

d. The Recorder may also be the Finish Line Coordinator.

5.
TIMERS (8 to 10)



Responsibilities:

a. Times one competitor according to the finish order of the competitor he/she is assigned.  

b. Times based on places, not lanes (for example, 1st place, not Lane 1).  

c. Determines who finished 1st, 2nd, 3rd, etc. and their times.

d. A Timer may also be the Finish Line Coordinator.

6.
UMPIRES (3 to 8)


Responsibilities:

a. Monitors the track lanes and identifying lane violations.  

b. If a lane violation is witnessed, a yellow flag is raised; then, the violation is reported to the finish line coordinator as soon as possible.

c. If volunteer support is limited, 3 Umpires is the minimum to watch each of the 3 exchange zones in the 4 x 100 Meter Relay.

d. The Umpires will be positioned around the track and will be unable to serve other roles.

7.
AWARDS ESCORTS (4 to 6)

Responsibilities:

a. Takes the awards sheet and the competitors in that heat to the awards area.

b. Depending upon the distance from the finish line to the awards area, fewer Awards Escorts may be needed.  Two Awards Escorts is the minimum, one in front of the group of athletes and one following the group.

RUNNING EVENTS – EQUIPMENT & SUPPLY LIST

This list is needed for each running station.  One of each item per station, unless otherwise noted.

1.
4 HEAT SHEET BOOKS – with event schedule

a. 1 for Staging

b. 1 for Clerk of the Course

c. 1 for Finish Line Coordinator

d. 1 for Awards

2.
WHITE & YELLOW FLAGS



a. 1 White Flag per Umpire (indicates no violations)

b. 1 Yellow Flag per Umpire (indicates foul/violation)

3.
STARTER’S GUN & SHELLS (.22 caliber shells)


Note: Level 1 & Level M events are started with a whistle and not the gun.

4.
STARTER’S SLEEVE (should be bright orange or yellow)

5.
RELAY BATONS - 10 (1 per lane & 2 extra)

6.
DISQUALIFICATION FORMS


a. As many as needed

b. Distribute to Umpires & Finish Line Coordinator

7.
STOPWATCHES - 10 (1 per lane & 2 extra)

8. WHISTLE (1 for Starter)

9. PENCILS - 12 (3 for each heat sheet book)

11.
SIDEWALK CHALK
a. To mark starting and finish lines not permanently painted on track (i.e. – 50 meter dash finish)

12.
COMMUNICATIONS SYSTEM
a. Walkie-talkies, bullhorn, stadium PA system, etc.

FIELD EVENTS – PERSONNEL
One person for each position is needed, unless otherwise noted.  This list is needed for each field event station.  The personnel listed below with numbers needed are the ideal.  The last point in each position’s responsibilities identifies if this person’s role can be combined with others or not.

THROWS – Shot Put, Softball Throw, and Tennis Ball Throw

JUMPS – Running Long Jump and Standing Long Jump

1. HEAD JUDGE


Responsibilities:

a. Ensures that the event is administratively organized.  

b. Judges the competitors’ efforts as being fair or foul by displaying the respective white or red flag.  

c. Verbally informs the recorder of the official distance thrown.

d. The Head Judge may also be the Recorder.

2. RECORDER


Responsibilities:

a. Enters the results of each race in the finish book.

b. Enters the results in the awards book.

c. Gives final results and final places to the awards escort.

d. The Recorder may also be the Head Judge.

3. HEAT COORDINATOR


Responsibilities:

a. Communicates with the competitors to insure the correct competition order.

4. MARK PLACEMENT JUDGES (3)


Responsibilities:

a. Indicates whether the implement landed within the sector; if so, he/she pinpoints the exact location.

b. Places the measuring tape at the indicated location.

c. A Mark Placement Judge may also be the Tape Holder, Implement Returner, or Pit Official.

5. TAPE HOLDER


Responsibilities:

a. Pulls the measuring tape so that the head judge may ascertain the performance.

i. For Shot Put, measuring tape to through the center of the ring

ii. For Running Long Jump, measuring tape to the edge of the take-off board closer to the sand

iii. For Softball Throw, measuring tape to the front edge of the box

b.
The Tape Holder may also be a Mark Placement Judge, the Implement Returner, or Pit Official.

6. IMPLEMENT RETURNER (THROWS ONLY)

Responsibilities:

a. Returns the implement to the competitor in a safe manner.

b. The Implement Returner may also be a Mark Placement Judge or the Implement Returner.

7. PIT OFFICIALS (2 - RUNNING LONG JUMP ONLY)


Responsibilities:

a. Ensures that the pit is absolutely smooth and level for each competitor.

b. A Pit Official may also be a Mark Placement Judge or the Tape Holder.

8. AWARDS ESCORTS (4 to 6)

Responsibilities:

a. Takes the awards sheet and the competitors in that heat to the awards area.

b.
Depending upon the distance from the finish line to the awards area, fewer Awards Escorts may be needed.  Two Awards Escorts is the minimum, one in front of the group of athletes and one following the group.

FIELD EVENTS – EQUIPMENT & SUPPLY LIST

This list is needed for each field event station.  One of each item per station, unless otherwise noted.

1. 4 HEAT SHEET BOOKS – with event schedule

i. 1 for Staging

ii. 1 for Clerk of the Course

iii. 1 for Finish Line Coordinator

iv. 1 for Awards

2. WHITE & RED FLAGS



a. White Flag (indicates no violations)

b. Red Flag (indicates foul/violation)

3. MEASURING TAPE - 50 meter, fiberglass or steel

4. IMPLEMENTS  (THROWS ONLY)
a. Shot Puts

i. 4 kg (8.13 lbs) for Males 12 & older

ii. 2.72 kg (6 lbs) for Males 8-11 & Females 12 & older

iii. 1.81 kg (4 lbs) for Females 8-11

b. Softballs – at least 6 per Station

c. Tennis Balls - at least 6 per Station




5. OFFICIAL’S HELPER (steel rod)

6. TRAFFIC CONES (RUNNING LONG JUMP ONLY)




a. 2 – 1 for each side of take-off board

7. RAKE (RUNNING LONG JUMP ONLY)
8. SHOVEL (RUNNING LONG JUMP ONLY)

9. ROLL OF MASKING TAPE - to mark landing point of each competitor
10. TOWELS – 3 towels to dry hands or shot put circle

11. FOLDING CHAIRS - for head judge when determining fair/foul attempts

12. PENCILS - 12 (3 for each heat sheet book)

13. COMMUNICATIONS SYSTEM
a. Walkie-talkies, bullhorn, stadium PA system, etc.

Putting It All Together: Conducting a Competition

Choose an activity or activities that you can conduct inside or outside, despite the weather.

For our purposes here, it will be the Standing Long Jump.
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Event Flow

1.
The Head Official oversees all Standing Long Jump areas.

2.
Once his/her name is called, each athlete is given 90 seconds to attempt a jump.

3. 
The Field Judge verifies each jump by raising a white flag for a legal jump or a red flag for a foul.

4.
The Marker enters the pit after each jump and marks the landing point with a stick at the first break of the sand closest to the take-off board. (If inside, tape is used to mark the landing point.)

5.
Measurer enters the landing pit and positions the zero end of the tape at the stick placed by the Marker.

6.
Tape Holder, located at the take-off area, pulls the tape taut and perpendicular to the take-off line.

7. The Field Judge reads the distance; the Recorder records the distance.

8. The Escort leads the next athlete to the jumping area and the athlete who just jumped from the landing area to the chairs. Each athlete only takes one jump at a time of 3 attempts.

Putting It All Together: Conducting Awards Ceremony

Awards Presentation

The Special Olympics awards ceremony should be a place where the athletes’ accomplishments are recognized in a dignified and enthusiastic atmosphere, which reflects the Olympic tradition. Consequently, it should honor the athletes with dignity, be energized with fanfare and excitement, and involve spectators.

1.
Athletes in each division should receive recognition for their efforts in the form of a medal or ribbon. First through third places receive gold, silver and bronze medals. Fourth through eighth places receive ribbons. Medals are optional at Local-level competitions. 
2. 
An athlete who is disqualified or does not finish an event should be given a participation ribbon.

3.
The awards presentation should occur immediately following competition in each event.

4.
An Awards Escort/Stager should receive the athletes when the event has been completed. He/she should then assist the athletes to the awards area, seating them in the correct order of placement.

5.
Athletes on the awards stands should be positioned at different heights in accordance with their final event placement. As in the Olympic Games, the first 
place finisher should be on a higher platform than the second place finisher, and 
this should continue in descending order. Bleachers, risers, or sturdy wooden boxes can be used to accommodate this arrangement.

6.
The Special Olympics banner should hang behind the awards stand.

7.
The Olympic fanfare music should be played throughout the ceremony. After the music begins to play, the Awards Announcer should say the following: 

“Ladies and gentlemen ... It is my pleasure to announce the results of the (division) of the (age and gender group) (event). In eighth place, with a time/score of (time/score), (name)” ... pause for award presentation. This presentation continues in sequential ascending order through first place.

8.
For each athlete, the awards presenter should present the award and offer personal congratulations. Sufficient time should be allowed at the end of each division's presentations in order to allow family and friends to take photos and enjoy the moment.

9.
The Awards Escort should then assist the athletes from the awards stands to the exit chute.

10. The Meet Referee, NOT the awards personnel, should handle any protests.

Awards Ceremony Flow for Individual Sports


1) 
Staging:


2) 
Awards


8 6
4
2
1
3
5
7

3) 
Exit

1. Organize line-up for awards ceremony.

•
Pre-mark chairs with heat #'s and place markings in order of awards line-up.

•
Have athletes sit in chairs according to their finish (check again to insure finish order).

•
Line-up order is left to right (stage right) 8, 6, 4, 2, 1, 3, 5, 7


Line-up order is right to left (stage left) 7, 5, 3, 1, 2, 4, 6, 8


Note:  Stage right means awards presentation team enters from right; Stage left enters from left.  Right and Left as you face Awards Area.

2.
Mark ribbons.

•
Pre-mark events, classes, age/sex groups.

•
Write names on after receiving official results.

3.
Arrange medals and ribbons.

•
Insure that correct awards are on awards pillow.

•
Check to see that ribbons are marked correctly.

4.
Order of Awards Team

•
1st: Flowers (if available) and awards side by side

•
2nd: Athlete escort

•
3rd: Athletes in order: 8 – 6 – 4 – 2 – 1 – 3 – 5 - 7

•
4th: Athlete escort

• 
5th: Present escort and presenter side by side

5.
Signal ceremony start.

•
Cue music (See Announcer script).

•
Cue Announcer (See Announcer script).

•
Cue Awards Presentation Team.

6.
Ceremony Procedures (See ceremony diagram)

• 
On cue, flowers and awards carriers walk forward crossing across presentation area (cross in front of stands if used) and stop 3 steps beyond presentation area; turn towards each other and face towards presenters.

•
First athlete escort leads athletes to presentation area (crossing behind stands if used) and stopping one step beyond 8th place presentation space (stand if used).

•
Second athlete escort follows behind athletes and stops one step before 7th place presentation space (stand if used).

•
Presenter escort and presenters stop 3 steps before presentation area.

•
As Announcer calls out place and name of athletes, awards and flowers meet presenter escorts and presenter in front of award winner.

•
As award is presented, escorts and carriers should step back slightly so that athlete can be seen by crowd.

•
Presenter escort takes award from awards' pillow and hands to presenter.  Presenter then presents award.  Presenter escort then takes flower from flower pillow and hands to presenter who hands to awards winner.  Presenter shakes award winner's hand.

•
Carriers, presenter escort, and presenter then return to spaces on each end of presentation area.

•
This is repeated until all awards are presented.

•
When Announcer calls for recognition of winners, presenter escort and presenter turn towards each other facing away from carriers and head back to staging area.  The athlete escort that followed at the beginning of the ceremony turns and leads athletes off.  The other athlete escort follows with flower and awards carrier trailing.

Awards Script – Individual Events

Sport: ________________________________  Division ______  Age/Gender ___________

1.
Music fanfare.

2.
“Ladies and gentlemen … please direct your attention to the awards area ________________.

3.
Entrance music (Athletes and presenter enter. Announcer waits until they are positioned in awards presentation area.)

4.
“It is my pleasure to announce the results of Division ____ of the ______  (Gender & Age group)


_________________________(Sport)

5.
“Presenting the awards with be _______________________ - _____________________.”



(Name)
(Description of Presenter)

6.
“In 8th place is ____________________________________.” (Pause for award presentation)

“In 7h place is ____________________________________.” (Pause for award presentation)

“In 6h place is ____________________________________.” (Pause for award presentation)

“In 5th place is ____________________________________.” (Pause for award presentation)

“In 4th place is ____________________________________.” (Pause for award presentation)

“Winning a bronze medal is ________________________________.” (Pause for award presentation)

 “Winning a silver medal is _________________________________.” (Pause for award presentation)

“Winning a gold medal is __________________________________.” (Pause for award presentation)
7.
“Ladies and gentlemen, please recognize these outstanding athletes of Division _____ of the ___________________ for __________________________________.


(Gender & Age group)
(Sport)

9. Pause for athletes to wave then play exit music.

My Sports Diary

Name: ____________________________________ Phone: ____________________________

Local Program: ________________________ Sport I chose: ___________________________

Name of my Mentor: _________________________________________________

Email: _____________________________________ Phone: ___________________________ 

	Date(s)
	Name sport and competition management job you conducted or assisted
	Description of what you learned from the experience

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Please copy this page for additional activities and experiences if needed.

My Sports Diary

(Copy for Practicum)

Name: ____________________________________ Phone: ____________________________

Local Program: ________________________ Sport I chose: ___________________________

Name of my Mentor: _________________________________________________

Email: _____________________________________ Phone: ___________________________ 

	Date(s)
	Name sport and competition management job you conducted or assisted
	Description of what you learned from the experience

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Please copy this page for additional activities and experiences if needed.

Practicum Form
To receive credit for courses attended; this form must be completed and returned by the deadline.
Must be returned to Program office by email ______________ or fax ___________by________

Athlete name 





Phone 






Address





E-mail







Mentor name





Phone







Address





E-mail







Name of Program you represent  










Certification requirements for the Athletes as Officials – Officiating Track & Field Course:


Date of Course:________   Instructors:____________________________________________

1. Serve on a Competition Management Team and/or as an official at 5 Local and Subprogram Games/competitions. Identify the date, hours and job at each of 5 events with Mentor.
Date______
Hours____   Job_____________
  
Diary 


Date______
Hours____   Job_____________
  
Diary 


Date______
Hours____   Job_____________
  
Diary 


Date______
Hours____   Job_____________
  
Diary 


Date______
Hours____   Job_____________
  
Diary 


2. Attached My Sports Diary that includes both the competition management activities experienced as well as the lessons learned from those experiences. (Check or initial the “Diary” line above and opposite the event where your thoughts and lessons learned were recorded.)

3. Attached any other documentation required by your Program office

4. Feedback:

What are some of the things you learned from your practicum experiences? 















Circle the area of course work you want to study (Communications; Sports; Governance or Other): _____________________________________________________________

Must be signed below:

(Signature of Athlete)                           (Date)         
(Signature of Mentor/Helper)             (Date)

Athlete Leader Coordinator Signature (Date)

Athlete Leader Coordinator (Print) 
(Date) 

Course Evaluation

Name:  _____________________________ Your Program:  _________________________

 

Please mark an “X” next to your Role:  Athlete  ____     Mentor   ____

You learned about several roles that athlete leaders pursuing competition management can play.  Which athlete leader officiating or competition management role did you like the best?  Why?

Name two things YOU can do when you get home that will make your athletes better because of your competition management or officiating.  

1.  ____________________________________________________________________

2. _____________________________________________________________________

What section of this course did you like best and why?

Was there a part of the course that just didn’t work for you?  Which one and why?

How would you improve this course when we offer it in the future?

What was your favorite activity or experience during the Athletes as Officials training?  

 Raker


 Field Judge


 Marker 


 Measurer


 Tape Holder


	 Recorder


	 Head Official


(All Measurements are taken here.)








Chairs for Athletes


X X X X X X X X





Spectator


Seating


Area





On-Deck Box








Athlete Escort





X X X X X X X X


X X X X X X X X





8 6 4 2 1 3 5 7


X X X X X X X X





8 6 4 2 1 3 5 7


X X X X X X X X
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