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Special Olympics North America would like to thank the authors and the Games Management Task Force for all of their hard work in creating a Games Management Resource Guide.  They have helped to fulfill the mission of Special Olympics by providing year-round sports training and athletic competition in a variety of Olympic-type sports for people eight years of age and older with intellectual disabilities.  This mission gives athletes continuing opportunities to develop physical fitness, demonstrate courage, experience joy, and participate in a sharing of gifts, skills and friendship with their families, other Special Olympics athletes, and the community.
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Games Management Task Force



Suzanne Anderson, Special Olympics Texas


Robyn Markey, Special Olympics North America


Mary Beth McMahon, Special Olympics Nevada


Lillian Narvaez, Special Olympics New Jersey


Nancy Sawyer, Special Olympics Florida

Games Management Resource Guide
On behalf of Special Olympics North America, THANK YOU for contributing your time and expertise. The knowledge you share with the Games Organizing Committee participants will make a significant impact on the lives of athletes with and without intellectual disabilities and the community at large.

This material (Instructors Guide and Resource Guide) offers the basic information associated with Special Olympics Games Management. This material has the flexibility to be used to address the learning needs of a variety of audiences, including: games management teams, area directors and local coordinators. Please see the attached chart for recommended sections associated with various training formats. 

Participants should leave the training with the following competencies to:

· Use the Resource Guide in developing competitions.

· Describe Special Olympics Games Management structure.

· List the essential committees for starting and supporting a successful competition.

· Outline the basic rules that govern Special Olympics competition.

· Identify practical techniques to insure a quality, safe athletic experience for the athletes.

As a representative of Special Olympics, we ask you to:

· Review the Special Olympics North America Games Management Resource Guide.

· Review the Instructor’s Guide. Familiarize yourself with the points of emphasis in each section.

· Follow the recommended agenda and course content as closely as possible. There may be local / regional adaptations and it is important to convey a consistent message regarding the purpose and implementation of the program.

· Use team teaching when possible. Two or more instructors can bring different expertise to the seminar and also make it more enjoyable for the participants.

Some helpful hints in preparing to conduct a Games Management training session:

· Learn the rules and guidelines before the session.

· Be sensitive to local and area issues.

· Set up the classroom carefully so everyone can see the audio-visual displays.

· Test all audio-visual equipment to make sure it works (VCR, LCD projector, markers, etc.).

· Know the agenda and the schedule – plan your time accordingly.

· Have a plan for how you will divide people into small groups, and vary groups to sustain interest.

· Be prepared to manage discussion – manage problem behaviors / attitudes.

Special Olympics Games Management Training

Recommended Sections 

	Section
	Section Title
	Local Competitions
	Area Competitions
	State Competitions
	National Competitions

	
	Introduction
	(
	(
	(
	(

	1
	Games Management Structure
	(
	(
	(
	(

	
	Recruitment of Committee
	(
	(
	(
	(

	
	Timeline and Planning
	(
	(
	(
	(

	2
	Administration
	
	
	
	

	
	Finance Committee
	
	
	(
	(

	
	Computers Committee
	
	
	(
	(

	
	Registration Committee
	(
	(
	(
	(

	
	Risk Management
	(
	(
	(
	(

	
	Games Publications
	
	
	(
	(

	
	Evaluation
	(
	(
	(
	(

	3
	Human Resources
	
	
	
	

	
	Family Committee
	
	(
	(
	(

	
	Volunteer Committee
	(
	(
	(
	(

	
	ALPs
	
	
	(
	(

	4
	Competition
	
	
	
	

	
	Sports Committee
	
	(
	(
	(

	
	Games Rule , Appeal Committees
	
	(
	(
	(

	
	Officials
	(
	(
	(
	(

	
	Divisioning
	(
	(
	(
	(

	

	Venue Development
	(
	(
	(
	(

	5
	Participant Services
	
	
	
	

	
	Medical Committee
	(
	(
	(
	(

	
	Security Committee
	(
	(
	(
	(

	
	Transportation Committee & Parking
	
	
	(
	(

	
	Delegation Housing Committee
	
	
	(
	(

	
	Food Services Committee
	(
	(
	(
	(

	6
	Non-Participant Services
	
	
	
	

	
	Equipment Committee
	(
	(
	(
	(

	
	Signage Committee
	(
	(
	(
	(

	
	Communication Committee
	(
	(
	(
	(

	
	Facilities Committee
	(
	(
	(
	(


Special Olympics Games Management Training

Recommended Sections continued:

	Section
	Section Title
	Local Competitions
	Area Competitions
	State Competitions
	National Competitions

	7
	Ceremonies/Special Events
	
	
	
	

	
	Opening Ceremonies Committee
	(
	(
	(
	(

	
	Closing Ceremonies Committee
	(
	(
	(
	(

	
	Awards Committee
	(
	(
	(
	(

	
	Decorations Committee
	
	
	(
	(

	
	Healthy Athletes Committee
	
	
	(
	(

	
	Olympic Town Committee
	
	(
	(
	(

	
	Victory Dance Committee
	
	
	(
	(

	8
	Marketing/Public Relations
	
	
	
	

	
	Celebrities/Honored Guests
	
	
	(
	(

	
	Media/Publicity Committee
	
	(
	(
	(

	
	Fundraising/Sponsors Committee
	
	(
	(
	(

	
	Merchandise Committee
	(
	(
	(
	(

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Games Management Training

9 hours & 45 minutes class time

(15 minutes)

Welcome

· Introduction of Seminar Leaders

· Goals for the Seminar

(75 minutes)

Section I: Introduction


· Games Management Cycle explanation

· Team Building Exercise

· Mission & Philosophy

· Spectrum of Competition

· Increasing Sports Opportunities

(15 minutes)

Break

(30 minutes)

Section II: Purpose and Goals of Games


· Games Management Cycle

· Sport Philosophy

· Exercise #1 – Purpose and Goals

· Goals of Well Managed Games

(60 minutes)

Section III: Games Management Director and Team


· Games Management Cycle

· Qualities of a Games Director

· Factors that Influence Games Structure

· Selecting and Organizing Team

· Exercise #2 – Establishing Games Management Team

· Whose Job is it?

· Exercise #3 – Writing Job Descriptions

(60 minutes)

Lunch
(60 minutes)

Section IV: Administration



· Games Management Cycle

· Planning Factors

· Exercise #4 – Fact Sheet

· Exercise #5 – Timelines of Effective Games

· Planning Effective Meetings

· Leading Effective Meetings

· Budgeting

· Fundraising

· Games’ Publications

· Steps to registration

· Exercise # 6 – Registration Timeline

(60 minutes)

Section V: Human Resources



· Games Management Cycle

· Volunteer Management

· Exercise # 7 – Volunteer Management Exercise

· Families at the Games

(15 minutes)

Break
(90 minutes)

Section VI:  Competition





· Games Management Cycle

· Ingredients of Quality Competition

· Sports Rules

· Divisioning Process

· Exercise # 8 – Divisioning (Note: Allow for 15 minute break after divisioning exercise)

· Awards

· Considerations for Choosing Events and Scheduling

· Venue Development

· Exercise #9 – Establishing Flow Patterns

 (75 minutes)

Section VII: Support Services




· Games Management Cycle

· Venue Services

· Participant Services

· Committee Services

· Exercise # 10 – Venue Services 

· Games Equipment Needs

· Exercise # 11 – Games’ Equipment

· Signage Considerations

· Exercise # 12 – Signage

· Safety & Medical

· Exercise # 13 – Risk Management Worksheet

(15 minutes)

Break

(60 minutes)

Section VIII: Special Events



· Games Management Cycle

· Opening Ceremonies

· Exercise # 14 – Planning Opening Ceremonies

· Olympic Town

· Closing Ceremonies

· Public Relations

(30 minutes)

Section IX: Games Evaluation




· Games Management Cycle

· Why Use an Evaluation Tool

· Keys to Evaluations

(30 minutes)

Debrief & Evaluations

· Review of Key Points  

· Questions and Answer Session

· Course Evaluation

Materials
· Special Olympics Sports Training Certification Application (one per participant)

· Agendas (one per participant)

· Games Management Participant Guide (one per participant) (14 exercises)

· Course Evaluation (one per participant)

· Game for Divisioning Exercise

· Name Tents

· Markers

· Masking Tape

Equipment
· LCD projector

· Screen

· TV and VCR 

· Flip Charts (2) and markers

SONA Games Management Resource Guide

Table of Contents

I. Games Management Structure

· Recruitment of Committee

· Timeline and Planning

II. Administration 

· Finance Committee 

· Computers Committee 

· Registration Committee 

· Risk Management 

· Games Publications 

· Evaluation 

III. Human Resources 

· Families Committee 

· Volunteers Committee 

· Athlete Leadership Programs (ALPs)

IV. Competition 

· Sports Committee

· Games Rules Sports Rules and Appeals Committees

· Officials

· Divisioning

· Venue Development

V. Participant Services 

· Medical Committee

· Security Committee 

· Transportation Committee and Parking

· Delegation Housing Committee

· Food Services Committee 

VI. Non-Participant Services 

· Equipment Committee

· Signage Committee 

· Communications Committee 

· Facilities Committee 

VII. Ceremonies/Special Events 

· Opening Ceremonies Committee

· Closing Ceremonies Committee

· Awards Committee

· Olympic Village Committee (includes Healthy Athletes) 

· Victory Dance Committee

VIII. Marketing and Public Relations 

· Celebrities/Honored Guests to Include Receptions

· Media/Publicity Committee

· Fundraising/Sponsors Committee

· Merchandise Committee

Games Management Team/Executive Committee, 

Commissioners, and Games Organizing Committee

Games Management Committee

Responsibilities

The Games Management Team or Executive Committee is a team/group of volunteers that manages all aspects of the Games.  No one person can lead a team of 10-40 committees by themselves.  You cannot possibly remember all the details that go into conducting Games nor can one person effectively supervise and manage 10-40 committees.  The Games Management Team concept incorporates several teams within a team to alleviate overload on one person.  The Games Management Team or Executive Committee includes the Games Director and the Commissioners.  Together they are responsible for carrying out the mission and goals, and for planning and conducting high quality Games while adhering to the predetermined timelines.

Each member of the Games Management Team/Executive Committee oversees one specific Commission i.e. the Competition Commission, the Human Resources Commission.  There are seven suggested Commissions that make up a Games Management Team/Executive Committee.  The suggested structure is Administration Commission, Ceremonies /Special Events Commission, Competition Commission, Human Resources Commission, Marketing/PR Commission, Non Participant Services Commission, and Participant Services Commission.   The number of Commissions in the Management Team Structure is dependent upon the number of sports, facilities and athletes for each Games.  Each Games have its own unique personality and the Games Management Team should reflect the distinct parameters of the Games conducted.  Winter Games for a sub-program may have only two sports but will offer an overnight for 100 athletes and coaches, whereas Summer Games for that sub-program will have 900 athletes and coaches competing in eight sports with no overnight.

Each Games Management Team Member or Executive Committee Member who leads a group of committees is called a Commissioner, i.e. Commissioner of Competition or Competition Commissioner.  Each Commission has several committees within its purview depending on the need of the upcoming Games.  The Commissioner is responsible for recruiting, training coaching, supervising and empowering the Chairpersons within their Commission to make sure that all the tasks of all their committees are implemented in a quality manner and on time.  The Committee Chairpersons under each Commissioner are responsible for recruiting, training and supervising their committee members to ensure that the specific task that they have been empowered to bring to fruition actually happens.  For instance, the Family Chairperson in the Human Resource Commission has to ensure that members of the Family Committee offer Family Registration, Family Activities, and Family Recognition in a quality and timely manner.

The entire structure of the organization is called the Games Organizing Committee or GOC.  The GOC includes the Games Director and Commissioners (the Games Management Team or Executive Committee) the Commission Committee Chairpersons and the Committee members and the Sub- Program Leader (Area Director) Area Manager, County Manager, County Coordinator – whatever they may be called in your Program.  The size of the Games Organizing Committee may be huge for Games serving 800 people. It may number up to 200 people serving on 30 committees in 7 Commissions.  That is not even counting the day of volunteers that will help each committee with its tasks.  For example, the Awards Committee may be using another 60 day of volunteers to conduct the ceremonies and those volunteers will need to be trained on-site an hour before the Games!   On the other hand, Games for 100 people may get by with 40 people on the GOC, as the volunteers may be able to wear multiple hats and there may not be a need for as many Commissions.  Some tasks may be combined. 

Flexibility is the name of the game...no pun intended!

· You must decide your structure based upon the needs of the specific upcoming Games.  The number of sports, athletes and the length of event are factors that all come into play. 

· You may call your group structure whatever you want; just be sure there are clear lines of demarcation.  Be able to tell by the name of the structure who reports to whom.


· Be sure there is a chain of command and that there are clear lines of communication going up and down the chain 

· Be sure there is one leader that everyone knows is the leader.  Be sure the leader is empowered to make decisions. 

Reporting

The Games Director reports to the Program or Sub Program Leader.  This may be a volunteer or a paid position. The Commissioners report to the Games Director.  The Committee Chairpersons report to their Commissioner.

Skill Level for Membership

Within the Games Organizing Committee (GOC) the number of Commissions and Committees will depend upon the size of the Games (number of athletes and number of sports etc.).  However listed below are qualities and skills that all Commissioners and Committee Chairpersons should exhibit: 

Leads 
Manages  
Evaluates

Plans 
Delegates 
Recognizes/Thanks

Communicates 
Empowers 
Trainer        

Motivates 
Congratulates

Each member of the Executive Committee should have additional qualities and experiences that make that position unique.

Games Director:  Oversees all aspects of Games.  Supervises Commissioners, leads GMT meetings, tracks progress on work plan of each Commissioner, budget oversight, trouble shoots, works closely with the Sub-Program Leader and is the face of the Games in the community.  It is helpful if this person has served on an Evaluation Team prior to current Games. Special event and committee management experience required. Persons who work in systems management, event management, conference management, or sports management would be good candidates. The individual must have the time to devote to coaching the team and developing the plan and timelines necessary for implementation. 

Administration Commissioner:  Detail oriented; good with financial information, insurance, contracts and database management.  The person should enjoy working with systems management and budgeting and be a stickler for process, tracking and evaluation. A CEO of a small business, business manager or COO of a firm or corporation would be a good candidate.

Ceremonies/ Special Events Commissioner:  This individual should be knowledgeable in managing events for sports associations, convention-visitor bureaus, convention centers, museums, and military.  Knowledge of lighting and sound and entertainment in the community is helpful.   The Special Event Director is an appropriate candidate.  A protocol officer or officer in the military would also be a good candidate.

Competition Commissioner:  This person should be knowledgeable in sport administration and it would be helpful if the person has working knowledge of the sports offered at Games.  NGB contacts and knowledge of Officials Associations is helpful. Provides oversight and assistance to competition managers. An Athletic Director for School System or Recreation Department would be a perfect candidate.

Human Resources Commissioner: Good people, training and computer skills needed.  The person will be working with a diverse group and must be sensitive to the needs of all while implementing a detailed plan involving vast majority of people at the Games aside the athletes.  Finding a human resource director of a school system, corporation, business or sponsor would be a winner for this position. 

Marketing/PR Commissioner:  Should be knowledgeable in print and electronic media and have some contacts at radio and television stations and newspapers.  This person should be able to access community resources and leaders and have exceptional communication and marketing skills.  A marketing director of a

PR firm, or business would be an excellent candidate.  A PR or Fundraising Director of an organization or Association would also be a good find for this one.  Positions in hospitals or foundations are a great source. 

Non-Participant Services Commissioner:  Should be a good manager of details and logistics and be willing to assimilate a lot of information, so that all the customers of the Games can travel in and about the venues with ease while keeping the facilities and equipment in good and safe working order.  This is an important position as it keeps the customer traffic flowing from venue to venue with ease.
Participant Services Commissioner:  Should have strong working knowledge of logistics and operations. 

Knowledge of food and medical services are a plus for this position.  Persons with management skills in hotel and restaurant management, the military, convention services or guest services would be possible candidates for this position.   

                 
Additional information at the end of this section includes:

· Games Management Team and Committee Chairpersons Expectations  

· Recruiting Commissioners and Committee Chairpersons

· Preparing Your Commissioners or Committee Chairpersons for Success

Essential Elements/Actions

1. Sub-Program Director recruits a Games Director if not already a member of the Sub-Program Management team.

2. Sub-Program Manager and Games Director agree on major deadlines for each Commission.

3. Review and/or write job descriptions for the Games Management Team (GMT)/Executive Committee (EC)/Commissioners based upon the needs of the current Games.

4. Games Director and Sub-Program Director recruit Commissioners (targeted recruitment).

5. GMT and EC determine the mission and goals of the current Games based upon past evaluations and the current needs of the Program.

6. Games Management Team/Executive Committee/Commissioners review the job descriptions of the Committees for clarity and appropriateness for current Games.

7. GMT/EC attend training conducted by Sub-Program members, evaluation team or sanctioned Games Management Training conducted by Program. 

8. Games Management Team (GMT)/ Executive Committee (EC) develop timeline and checklist for each Commission.

9. Ensure Safety and Risk Management are apparent throughout the training and checklists.

10. Commissioners, with the help of the volunteer committee, recruit Committee Chairperson.

11. Commissioners train their committee chairpersons. 

12. GMT and EC develop a calendar of GMT meetings and all Commission meetings and Committee meetings; print the calendar for all GOC members.

13. GOC develop checklists for 6 months, 3 months, 1 month, 2 weeks, 1 week, 72 hours, 24 hours, 3 hours, 1 hour prior to Games for GOC to follow.

14. Print a contact list of all GOC members to include phone, fax, email and address.

15. GMT/EC review their respective budgets with their Committee Chairperson along with all policies, procedures, and forms they are expected to know and use. 

16. All GMT, Commission, and Committee Meetings will utilize the same guidelines and procedures for meeting management.

17. Determine the format of the evaluation/feedback tool that each Committee and Commission will use to evaluate itself.

18. Develop a “Plan B” Day of Scenario in case of inclement weather or unforeseen incidents (geographic area must be evacuated because of chemical spill, hostage situation, and huge traffic jam due to massive wreck on expressway or train derailment). 

19. Determine when in the timeline the GMT will do a “talk through” and a “walk through” of the Games day(s) events.

20. Ensure that all Games Director, Commissioners and Committee Chairs personally write thank you letters to the people they supervised. 

21. Ensure each Commission holds a feedback meeting and collects the Final Report from each of its Committees. Each Commissioner is expected to file a Final Report and turn it in at a GMT/EC Feedback meeting. The Sub-Program is expected to file these reports along with the Games Evaluation Report so that they are readily available for the next year’s Games or the next Games. 

Committee Checklist

9 Months Prior to Games

General

· Review job descriptions for Games Director, Commissioners and Committee Chairpersons.

· Locate athlete and volunteer evaluation summary from last year.

· Locate Games Evaluation Report from last year.

· Review the budget for the upcoming Games.

· Locate the timelines and checklists from last year’s Games for modification for current Games.

Recruitment

· Recruit the Games Director.

· Recruit the Commissioners.

Planning

· Review the Evaluation Forms, timelines and checklists of previous Games.

· Research the goals and objectives for the upcoming Games based upon the length of the Games, number of sports offered, number of athletes competing, the facilities needed and the sports and volunteer resources available.

· Determine the number of Commissioners and Committees needed to conduct the current Games.

· Prepare a recruitment plan for securing the number of Commissioners who are not returning from the last Games but are still needed.

· Recruit the Commissioners.

· Review the Budget, Forms and General and Sports Rules and Policies.

· Send Commissioners who have not been trained to Games Management Training.

· Review the Games Management Training Guide.

· Agree on major milestones/timelines for each commission’s key action items; Prioritize items.

6 Months Prior to Games

Recruitment 

· Commissioners prepare a recruitment plan to recruit chairpersons; Commissioners recruit Committee Chairpersons; Ensure the ALPs facilitator or chairperson conveys prospective committee chairs or members to the Commissioners.

· Commissioners prepare Committee Notebooks for each of their Committee Chairpersons.

· Commissioners train their committee chairpersons and ensure that every Chair attends a General Orientation training.

· Committee Chairpersons recruit and train their Committee members.

Planning

· Develop the detailed work plans, checklists and timelines for every committee.

· Develop a calendar of scheduled Games Management Team, Commission, and Committee meetings and distribute to all members of GOC.

· Create a master list of GOC members: cell, fax, phone, address, email address; distribute to all GOC.

3 Months Prior to Games

Recruitment

· In conjunction with the volunteer committee, develop a plan for recruiting day of volunteers to round out each committee’s needs.

Planning

· Set date and agenda for training day of volunteers.

· Conduct a talk through and a walk through.

· Develop a Plan B scenario in case of inclement weather or a disaster.

· Refine the 1 month, 2 weeks, 1 week, 2 days, 1 day, 3 hours, 1 hour checklist and timeline for the entire GOC will follow.

1 Month Prior to Games

General

· Meet members of the Games Evaluation Team.

· Receive shirt or identifier that will be worn day of Games to designate Commissioner or Committee Chair.

Day of Games

General

· GMT/EC and Committees Chairpersons remain calm and in charge of their area; all should note locations of emergency units.

· Perform 3 hour, and 1 hour checklist and time line; modify as necessary.

· Ensure that everyone goes to volunteer check in and completes an ID or visual check.

· Thank people as needed throughout the day.

After Games

General

· Ensure Committee Chairs and Commissioners meet and bring their Final Reports; May ask for notebooks back to save resources.

· Ensure thank you letters are written to Commissioners, and Committee Chairs and Committee members.

Equipment and Supplies

· Notebooks, tabs, name badges, letterhead, envelops, pens, shirts or hats to designate members of the GMT and or GOC

· Computer to keep database of commissioners and committee chairs

Reference to Special Olympics Policies and/or Procedures

1. Special Olympics General Rules, Section 7.01 (f)  Promoting and reflecting the values, standards and traditions embodied in the ancient and modern Olympic movement in all Special Olympics competitions, while broadening and enriching these traditions to include and celebrate the physical and spiritual qualities of persons with intellectual disabilities so as to enhance their dignity and self esteem.

2. 7.03 (b) Standards  Competition activities shall be conducted in accordance with these General Rules, the SOI Sports Rules, and other Uniform Standards.  

3. Section (f) Medical and Safety Requirements GOC’s shall conduct all competition activities in a safe environment, taking all reasonable steps to protect the health and safety of athletes, coaches and volunteers.   

4. Section 7.13  Volunteer Training (d) Class A and B volunteers shall receive in person orientation and  training prior to the start of their participation
Games Management Team and Committee Chairpersons’ Expectations

Games Management Teams (GMT’s) are one of the most essential components of our organization. In order for the GMT to fulfill its role effectively, each of the Commissioners, their Committee Chairpersons and Committee Members must do their part in order for the Games to be successful. A chain is only as strong as its weakest link. Each link (Commissioner and Committee Chairperson) on the Games Organizing Committee must be strong and empowered. 

Commissioners are expected to:

· Recruit/ train Committee Chairpersons for his/her Commission.

· Develop goals and objectives based upon the previous Games Evaluation Report and new information on hand.

· Attend all scheduled meetings of the GMT/Executive Committee.

· Develop a budget based on the goals and objectives, number of sports and athletes.

· Develop a timeline for major milestones each Commission should meet.

· Develop a 6 months, 3 months, 1 month, 2 week, 1 week, 72 hour, 24 hour, Day of checklist & timeline to which the GOC must adhere.           

· Provide quality competition, provide ceremonies and awards with the aura of Olympic Games, provide a safe environment and provide recreational activities of physical and artistic nature.

· Involve athletes as leaders and volunteers.

· Be leaders, managers and motivators.

· Solve problems!

· Be knowledgeable about the rules and policies of SOI, and the Program so as to make informed decisions for the good of the community, sponsors, athletes, coaches, volunteers, families and the Games Organizing Committee.

· Evaluate the process and get feedback from all stakeholders.

Committee Chairs are expected to:

· Recruit/train Committee members.

· Take the Committee Objectives and formulate tasks that fit the particular Games.

· Review the budget with Committee members to see what in-kind can be generated and how money is to be spent and who can authorize purchases. Review the purchase process: purchase order or reimbursement.

· Review all paperwork (sign requests, equipment request, communication request etc.).

· Ensure all tasks from the work plan are assigned to Committee members.

· Develop a time line for completion of work plan.

· Schedule committee meetings regularly between the times the Commission and GMT meets.

· Coach Committee members, if needed, to enable them to do their assignment.

· Communicate regularly with committee members (send agendas before meetings and send minutes or action items after each meeting).

· Ensure participation by everyone on the Committee.

· Ensure meetings start and end on time / keep group on task during meetings.

· Prepare a report to give the Commissioner prior to the regular Commission or GMT meetings and include action items to be discussed (if there are any).

· Recognize Committee members for their contribution.

· Develop team spirit.

· Give a final report of the committee’s accomplishments and/or challenges.

· Meet with committee members to solicit feedback on Chairperson’s management style.

· Recognize Committee members’ accomplishments.
· Thank personally and in writing all committee members.
Committee Members are expected to:

· Assist with recruiting other potential committee members.

· Attend all meetings of the Committee (arrive on time / stay until the end).

· Assist with formulating the work plan for the committee and take on tasks willingly (share the responsibility).

· Be familiar with the budget, policies and guidelines that affect the committee.

· Read background material, review agenda before meeting, do the homework and be prepared for meeting discussions and actions..

· Ask questions.

· Celebrate the accomplishments.

· Provide feedback for the evaluation of the committee’s performance before and during the Games.

Sample

Take-Action Meeting Form

Virtually all manager/directors complain that meetings take too long to accomplish too little.  To help keep meetings on track, use this form to record major decisions and any follow-up activities required.  After the meeting, circulate copies of the completed form to participants as an official record of deadline dates and of who is responsible for a particular activity.

Commission/Committee: __________________  Date: ______  

Place: ______________________________

Names of Participants: _______________________________      

_______________________________     
_______________________________

_______________________________ 
_______________________________

_______________________________ 
_______________________________

_______________________________ 
_______________________________

_______________________________ 
_______________________________

	Agenda Item
	Decision Reached
	Follow-up Activity
	Responsibility
	Deadline

	1.
	
	
	
	

	
	
	
	
	

	2.
	
	
	
	

	
	
	
	
	

	3.
	
	
	
	

	
	
	
	
	

	4.
	
	
	
	

	
	
	
	
	

	5.
	
	
	
	

	
	
	
	
	

	6.
	
	
	
	

	
	
	
	
	

	7.
	
	
	
	

	
	
	
	
	

	8.
	
	
	
	

	
	
	
	
	

	9.
	
	
	
	

	Next Meeting Date
	
	
	
	

	Issues to Bring Forth
	
	
	
	


Preparing Your Commissioner or Committee Chairperson for Success

Educated Commissioners and Committee Chairs Make Informed Decisions!

The following information should be made available to all Commissioners or Committee Members upon accepting their position. Information kept in a 3 ringed binder with tabs or a folder with tabs will assist with organizing materials and help ensure volunteers feel valued. 

General Information

1.  
The structure of the GOC

2.  
Names and addresses and email addresses of the GOC

3.  
Commissioner or Committee’s responsibilities and duties

4.  
The name, phone numbers, address and email address of commissioners and committee chair  

5.  
Commission’s annual budget

6.  
Goals and objectives for the County for the Year

7.  Objectives and action steps for the Commission or Committee’s work, including timelines for completing objectives and action steps, and person responsible for tasks on work plan

8.  
Dates the GMT and Commission meets during the year and the dates the Committee meets

9.  
Blank calendar sheets for members to record important dates, deadlines, etc.

10. 
Sample Volunteer Thank-you Letter

Forms
1.  
Any specific form applicable to a specific committee

2.  
In-Kind Donation Receipt (pre-printed)

3.  
Purchase Order 

4.  
Check Request 

5.  
Blank Budget Worksheets

6.  
Tax Exempt Form

7.  
Equipment Request Form

8.  
Committee Feedback Form (anything you may use to get periodic feedback from committee members)

9.  
Action Meeting Form

10. 
Final Report Form

Sample Committee Documents (for the Volunteer Committee)
1.  
Volunteer Screening Policy and FAQ’s

2.  
Volunteer Brochures/Flyers 

3.  
Volunteer Applications A and B (code of conduct included)

4.  
Volunteer Denial letter for on-site registration

5.  
Volunteer Interview Guide and Questions

6.  
Volunteer Annual survey and Evaluation Form

7.  
Volunteer Management Checklist

8.  
Volunteer On-Line Resources

9.  
Volunteer Job Descriptions for positions to be recruited

10. 
General Orientation and Protective Behavior

11. 
Lists of groups that have volunteered

12. 
Email data base of individual volunteers

13.
File of thank you letters 

Recruiting a Commissioner or Chairperson

A Brainstorming Activity for Your Team

Instructions: As a group spend 30 minutes doing this exercise to brainstorm new prospects.  Have fun and think BIG!  You never know until you ask!

A –
List as many different types of persons in your community who have the necessary skills for this position, i.e., Public Relations Dir, Ad Agency manager, radio or TV personality.

B –
List the qualifications that these people have, which make them right for the job, such as, good at writing copy and print ads, knows graphics and has computer skills.

C –
List names of the persons in the community that would be a good choice for the commission or committee (you don’t have to personally know them).

D –
List the qualifications of these particular people.

E –
Assign a person to make an ask to a potential committee member.

	A – List the types of people with built-in assets that you would like on your Commission or Committee
	B – List the type of skills/qualifications these people have that make them right

for the job

	1. PR Director of Hospital
	1. Good at writing copy for brochures 

	
	    Knows lots of people in community

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


That was a good warm-up. Now start thinking locally not globally!

	C – List People in Community
	D – List Their Qualifications
	E – Person Assigned to   Recruit

	1. Miss Mary Smith
	1. Great media contacts
	1. Mr. John Doe

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Administration Commission

Finance Committee 

Responsibilities

The Finance Committee is responsible for administering all financial procedures related to the Games, from budget management to final accounting.  Basic responsibilities are divided into budget preparation, liaison with Fundraising Committee, and accounting.

Reporting

The chair of the Finance Committee reports to the Director of Administration. 

Skill Level for Committee Membership

Volunteers should have experience with accounting and budget management. 

Essential Elements/Actions

1. Prepare and monitor the budget for the Games, itemizing cash revenue and in-kind donations.

2. Establish accounting system; train all Committees on proper procedures for bill approval and payment.

3. Prepare final accounting following the Games.

Committee Checklist

Prior to the Games

· Secure accurate estimates of the number of athletes, coaches, volunteers, and officials to be involved (Coordinate with Registration Committee and Sport Committee).

· Determine the financial needs of every committee.

· Prepare a budget that can be regulated throughout the planning and completion of the event. 

· Inform Fundraising and Sponsors Committees of all financial & in-kind needs within the budget.

· Set up a Games-time system for expenditures and receipts; train all individuals concerned on this system and proper procedures for collecting and reporting money during the Games.

· Assign a Committee member to be in charge of Games-time accounting & banking.

During the Games

· Post all incoming and outgoing money from souvenir sales, food concessions, donations.

After the Games
· Pay all outstanding bills promptly.

· Send invoices to any parties owing money to the Games: damage to housing, any fees due from participants, final donations to be collected, etc.

· Send receipts for donations, other payments, as required.

· Compare actual receipts and expenditures to the projected budget at the end of the event to aid in establishing future Games budgets.

· Prepare a final financial report for the Games Director; detailing accomplishments and action items for improvement of future Games.

Equipment and Supplies

· Accounting software

· Computer equipment

· Cash boxes for points of purchase at the Games

· Credit card machines and credit card process

Computer Committee 

Responsibilities

With the number of participants growing in Special Olympics programs, the use of the Special Olympics computer program can help tremendously.  The computer facilitates planning and execution of Special Olympic Games and events.  It can place participants, organize housing assignments and provide master lists to assist with the overall organization of the event.  It also offers ways for eventually developing standard performance tables which physical educators, coaches, teachers and parents can use to compare the development of Special Olympics athletes with national norms.  If a computer is accessible, the use of it can save the Event Committee a great deal of work.  Special Olympics Inc. offers a computer system named the Games Management Software (GMS) to help manage the competition side of the Games. 

Reporting

Position reports to the Director of Administration.

Skill Level for Committee Membership

Volunteers must have advanced computer skills preferably in Microsoft products.  GMS is a basic database system run on a Microsoft platform. 

Essential Elements/Actions

1. Data collection through the registration process; verify entry forms, attached medical-parent release forms, and housing forms.

2. Create the competition divisions and the appropriate paperwork to allow for quality competition.

3. Provide Master lists to Medical, Housing, Security, and Sports Committees.

4. Final Results are recorded and prepared for distribution.

Committee Checklist

6 – 3 Months Prior to Games

· Provide Registration Chairperson with proper computer entry forms.

3 – 1 Months Prior to Games 

· Work with Committee to make sure all information that is needed is being compiled.

1 Month Prior to Games

· When entry forms are returned, check for errors and then send to key punch operators.

· Computerize all information.

· Check all read-outs for errors and make corrections.

· Provide coaches with a master list of their team; including division assignments, entry times, etc.

· Provide Event Director with one complete copy of all read-outs.

· Provide Sports chairperson with event listings.

· Provide other committee chairpersons with appropriate read-outs (e.g. housing, registration, etc.).

· Establish procedures to computerize results, if possible.

· Provide all coaches with identification labels for each participant.

· Provide appropriate information to Registration Chairperson for "Coaches Handbook".

· Detailed instructions for reading and using computer read-outs.

· Procedures for correcting errors in computer read-outs.

During the Event              

· Make changes where applicable.

· Compile results as available.

After the Event

· Send thank you letters to all on committee.

· Prepare detailed Final Report for Event Director;  include a listing of all activities; the names, addresses and phone numbers of all key personnel coordinating or assisting with the committee (including donators) and specifically how they assisted; copies of key letters/records of significant communications; special problems and how they were handled; and recommendations.

Resources

· Computer System to register and division all participants – GMS or comparable software is available from the program office

· Documents that need to be printed to include but not limited to:

· Master Delegation list – give complete list of athletes, coaches, events and divisions for distribution to Delegation heads, coaches and sports committees.

· Master list - gives the total number of participants by age and sex in each event. This list helps to assist the user by directing the number of participants desired in each division.

· Division Assignments:  By coding the number of participants for each division or by key punching cut off scores, the computer system is capable of making division assignments for each event.

· ID Labels:  By using the two master lists described above, the computer system is capable of printing out labels which can be used as ID credentials.

· Final Results Lists:  A final results list of the total events as well as final results by teams can be provided following the Games.

· Computer Resources

· Universities and colleges

· Large companies

· Banks

· School districts

· State agencies

Reference to Special Olympics Policies and/or Procedures

Special Olympics Sports Rules outline the guidelines for divisioning. 
Registration Committee 

Responsibilities

Registration materials provide everyone involved with all the information they need to know for the Special Olympics event.  These materials should include detailed instructions relating to all the activities and procedures to be followed before, during and after the event.  This committee is the nucleus for communication that goes out to coaches, so it is essential that written guidelines are concise and clear.  The Committee is responsible for managing the registration of all athletes, coaches, officials, VIPs, sponsors, families, volunteers and anyone else who participates in any manner in the event.  

Reporting

The chair for the Registration Committee reports to the Director of Administration. 

Skill Level of Committee Membership

Committee Members need to be very organized and understand all aspects of the Games. 

Essential Elements/Actions

1. Prepare a Registration Packet which includes basic information and entry forms required for the event; define timeline for registration to insure all information is received in a timely manner to plan. 

2. Send packet out well in advance of deadline for entries.

3. Disseminate returned forms to appropriate committees (i.e., medical, housing, sports, etc.).

4. Prepare Event Packets for each team attending the Event (i.e., credentials,, room keys, meal tickets, event instructions, schedules, etc.).

5. Disseminate Event Packets to teams upon their arrival.

6. Establish an operation center which will be open throughout the event to provide information relating to all committees and to serve as a message center for coaches.

Committee Checklist

6 – 3 Months Prior to Games
· Coordinate with Facilities Chairperson for location of registration headquarters at the event.

· Prepare the Registration packet -  

· Registration Memo--This should include all the basic information about the event, as well as a clear explanation of when entry forms are due.  This information should be secured from all other committees.

· General Team Registration Form--This is a general form that will provide the Event Committee with necessary information relating to the team's participation.  This form should provide the Event Committee with the team and participants names, addresses, phone numbers; and total number of participants and chaperones. 

· Individual and Team Sport Registration Forms--These forms are the key to the organization of the sports competition.  The Sports Committee should provide the entry forms, and if the program is computerized, the Computer Committee should provide input. 

· Parent, Press, and Medical Release Forms--These forms are required for each participant, and should be forwarded to the Medical and Media/Publicity Committee.

3 – 1 Months Prior to Games

· Organize registration materials for team arrivals.  Necessary equipment (tables, chairs, etc.) and clean up procedures should also be arranged.

· Make certain signs or banners are prepared to identify registration location and various components of registration (housing, meals, scratches, etc.).

1 Month Prior to Games

· Work with Computer Committee to insure all registration information is complete.

· Disseminate all registration information to appropriate personnel.

· Provide credentials for all participants.

· Ensure all other items are ordered for participants (commemoratives, give-aways etc.).

During Games

· Ensure that you have all registration listings.

· Provide information to registering delegations.

· Be liaison between computer committee and participants for any changes.

· Set up Registration area to include but not limited to:

· Calculators

· Copier equipment

· Computer

· Tables and Chairs

· Scratch Forms

· Office Supplies

· Master Lists

· Credential forms

· Printed Programs

Reference to Special Olympics Policies and Procedure

Special Olympics general rules and Special Olympics Program procedures will outline the criteria for participation in all levels of Special Olympics events.

Risk Management

Responsibilities

Risk Management is the responsibility of all committee members on a Games Management Team.  However, the committees it directly affects are the facilities, volunteer, transportation, medical and safety committees.  The Administration Director should make sure the essential elements of risk management are covered. 

Essential Elements/Actions

1. Ensure review of all contracts with facility and confirm all insurance requirements with Special Olympics insurance carrier as well as Program office. 
2. Ensure review of all vehicle rental contracts and confirm all insurance requirements with Special Olympics insurance carrier as well as Program Office.
3. Ensure that the volunteer process follows the Special Olympics volunteer screening policy and procedures. 
4. Ensure that the minimum safety and medical requirements are adhered to. 
Reference to Special Olympics Policies and/or Procedures

1. Special Olympics Inc. General Rules

2. Special Olympics Inc. Sports Rules

3. Special Olympics Inc. Volunteer Screening Policy  

Games’ Publications

Responsibilities

Games’ Publications are the responsibility of the Administration Committee.  However, all Games Management Committee Members are responsible to ensure accuracy of information to be published.  

Essential Elements/Actions

1. Prepare the Coaches Handbook which is the specific responsibility of the Games  Director and should be sent to coaches and chaperones well in advance of the event.  The handbook relates to all aspects of the event, so it should be a composite of all Committee Chairpersons.  In compiling the handbook, the Event Director cannot help but become totally familiar with all aspects of the event.  
The “Coaches’ Handbook” should have the following characteristics:
· A bound and printed document
· A Welcome letter from Event Director
· A table of contents
· Includes a “Preparation to Come” Section:
· Map to event location
· Statement for coaches to read entire book
· General “preparation to come” guidelines
· Includes a “While You're Here” Section
· Map of overall event site
· Organizational chart of Event Committee
· Overall schedule of sports and activities
· Back up plan for inclement weather
· Specific section on each committee (sports, medical procedures, special events ceremonies, housing, meals, etc.)
· Includes a "Summary" Section
· Evaluation form for Coaches to return
· Checklist for coaches
Blank page for coaches to use for their notes

2. Prepare the Media registration information which should include a map of the facility, schedule of events, media credential, fact sheet on where media has or does not have access, venue contact sheet.
3. Prepare the VIP registration information which should include facility, schedule of events, credential, and venue contact sheet.
4. Prepare the Family information which should include map of facility and schedules.
5. Prepare the overall Games program if applicable. 
Evaluation Committee 

Responsibilities

The Evaluation Committee is responsible for evaluating all aspects of the Games.  The Director should be a member of the Games Management Team and attend all planning meetings.  Committee members should be a cross section of event people, coaches and volunteers who are willing to have an open mind and establish proactive summary points to better the Games in the future. 
Reporting

The chair of the Evaluation Committee reports to the Director of Administration. 

Skill Level for Committee Membership

Open minded people who have an understanding of event management, sports, Special Olympics Programs and/or volunteer activities. 

Essential Elements/Actions

1. Write the evaluation for the Games.

2. Create tools to receive feedback.

Committee Checklist

6 – 3 Months Prior to Games

· Secure the committee. 

· Attend Games Management meetings.

· Review prior year’s evaluation.

3-1 Months Prior to Games

· Train the committee members. 

· Create feedback tools for participants.

· Interview Games Management Team Members.

During Games

· Interview all participants.

· Hold evaluation meetings and document while Games are in progress.

After Games

· Provide evaluation to Games Director and Special Olympics liaison.

· Be available to discuss evaluation comments with Games Management Team.

Reference to Special Olympics Policies and/or Procedures

Special Olympics Inc. has sample evaluation forms for all levels of competition.

Human Resources

Families Committee 

Responsibilities

The Families Committee is responsible for communicating about and providing activities for families, extended families, and care providers of Special Olympics athletes wishing to attend the Games.  Activities should give families a chance to socialize with other families, the opportunity to share in the accomplishments of their athletes, provide a sense of belonging and fun for the family members and offer opportunities to learn more about becoming involved with the local or area program.   The Families Committee should include family members and non family members. 
Reporting

The Chair of the Families Committee reports to the Human Resources Commissioner.

Skill Level for Committee Membership

Depending on size of the Games, the Families Committee should be divided into several subcommittees: 

· Communication and Registration: computer skills, database management, mail merge, and access to computer and copier,

· Hospitality, Resource & Information Area: able to recruit free items from community for welcome kits or handouts, gather resources from organizations serving people with intellectual disabilities, warm and welcoming personality, organize family information books, phone time needed.

· Reception/food event: good organizers; detailed oriented; good community access for donations.

· Family Recognition: warm personalities; family member preferred. Chair must be organized, able to delegate, familiar with community, and able to network with Games committee to distribute information to community.  Special events experience is helpful for Chair. Chair must be able to define responsibilities of each sub-committee member and recruit, orient, train & supervise each. 

The Chair will be responsible for developing a final report to give to Commissioner of Human Resources. 

Essential Elements/Actions

1. Establish the committee (with size and subcommittees being dependant on how large the Games are going to be) and determine job descriptions for each subcommittee and committee member.

2. Verify the budget, purchasing, accounting, and soliciting for donations (cash and in-kind) procedures, schedule regular meetings for committee, keep minutes and action items.  Develop/modify the timeline for action steps of the committee.

3. Communicate with families and affiliated organizations/agencies prior to Games about the date, location and schedule and provide a registration area for families.

4. Offer a Hospitality Center/Tent  that includes Registration: name badges, ribbons, Information Kits (coupons, eating establishments in the area-try Chamber of Commerce); Refreshments – liquid and finger food;  Resource Center (Materials from the School’s system, ARC, Local office of State Disability Organization, Transition Center, Recreation Dept., Parent Information Network, Down Syndrome Association; Sample Special Olympics Coaching Guides, county, area and state SO Competition Schedule, local newsletter, area display board, an Information Book (competition schedules maps, special event schedules, reception and merchandise information) and a seating area so families can socialize. 

5. Plan a reception/pot luck dinner/barbeque/tail gate or other special activity for families.

6. Recognition: Family ribbons given out at Registration/Hospitality, special seating reserved/roped off for opening/closing ceremonies, special recognition offered in Opening Ceremonies, Script thanking families for their support, special roped off area at awards locations for family members and coaches to take pictures, picture taking area designated in Olympic Town (athlete/family photo taken and given to family member).   

Committee Checklist
6 Months Prior to Games

General

· Family Chairperson recruited and Chair starts recruiting subcommittee chairs and members.
· Confirm the budget.

· Set committee meetings; make calendar of due dates, meetings & key milestones; modify timelines.

· Do walk through of the facility with Human Resource Commissioner to determine location & size of Hospitality Area/Tent & location of Family Reception, Tail Gate, Barbeque or Special Event.

· Facility contracted and confirmed for reception. 

· Make a tentative list of equipment, coolers, tables, tents, chairs, supplies, water ice, signs, banners, needed.

· Make a list of refreshments, paper goods, and food items and determine what will need to be donated or purchased.

Communication and Registration

· Get the athlete/family database from Sub-Program Director and the sign up sheets from the last Games to develop a family database/mailing list.

· Identify Family Organizations, Development Disability Organizations, and schools, agencies providing services to people with intellectual disabilities to add to family mailing list.

· Draft the memo/letter to families and agencies establishing points/attachments (date, time, site, sports, special events  family activities schedules, family registration site. volunteer opportunities, driving directions, map). 
Hospitality, Resource and Information Area/Tent

· Draw schematic of Hospitality Area so all involved will know set up: welcome and registration area; refreshment area; socialization area with tables and chairs; resource center with displays and handouts; information area with maps schedules, directions, and community information.

· Recruit/solicit agencies, organizations, local businesses, stores, supermarkets, and Chambers to provide information and freebies for the refreshments area, resource and information area and family bags and to provide people to work the resource center and talk about their organizations. 

Recognition

· Determine where and how space will be reserved for family viewing at Opening, Closing and Awards Ceremonies and communicate with respective commissioner.

· Ensure family ribbons are being ordered or made to distribute at family registration.
· Recruit someone to take instant photos of family member and athlete at Olympic Town that can be given to family members.

Reception/ Pot Luck/Barbeque/Picnic/Special Event

· Determine the type of special event you can produce based on-site, number expected and resources i.e. may not have a location for a reception but you could offer a picnic or cook out on-site if it was hosted by a major club or organization. 

· Solicit supermarkets, organizations, agencies to sponsor or give product to support the special event.

3 Months Prior to Games

General

· Communicate to Games Committee the schedule and location of family activities to be included in Games publications.

· Turn in lists of needs for refreshments, food, equipment, tables, chairs, tents, supplies, water, ice, signs, banners, AV, and sound needs for all sub- committees.

Communication

· Solicit free or order name tags , copy paper, envelopes, stamps and family ribbons.

·  Send the letter/memo invitation to families of all athletes eligible to participate in Games and to agencies and schools serving people who are eligible to participate in Special Olympics. 

· Send announcement/invitation to ARC, Parent to Parent Network, Family Organizations, etc. to include in their newsletters.  Ensure PR Committee is sending out a press release.

· Recruit volunteers for welcoming host and hostess and for registration table.

· Assemble all relevant information required for the Families information package (including venue maps, tentative schedules, families venues at Games, registration information etc.). 

Hospitality/Resource and Information Area

· Start securing or having donations sent to one central location.

· Stuff Family Goodie bags if applicable.

· Copy materials that will be in the Family Information Book or that will be handed out separately i.e. maps to venues, driving directions if off site, schedule of competition, special events, family activities and meals or reception.

· Schedule volunteers to work the Hospitality Area.

· Gather Special Olympics resources materials, display board and schedules for resource center.

Reception/ Pot Luck/Barbeque/Picnic/Special Event

· Develop an agenda/program for reception or function.

· Invite special guests and/or speakers.

· Invite athletes not participating in these Games to serve as host/hostess and make remarks.

· Determine decorations or center pieces.

· Pick up any non perishables that have been solicited and store in a central location.

Recognition

· If budget permits review items that could be given to family members for cheering purposes i.e. pom poms, fans on a wooden stick (fans in the stands), and clickers. If items are publicized (through the mailing) as gifts to the first 200 family members present it may encourage participation.

· Reminding families (through the mailing) that the special event i.e.  Hot dog cook out is sponsored by a local club; free of charge to them may encourage participation. 

· Develop a Family Evaluation that would be handed out at registration and turned in at the end of Games or mailed. 

· Ask Awards Chairperson if families could present awards as some venues.  If so set up schedule and forward to family registration sub committee so families could sign up for time slots upon arrival.

During the Games

General

· Put out signs and banners and decorate two and a half hours prior to start of Games.

· Treat all family members as though they were VIPs.

· Set up the Families Hospitality Area and Registration Table two hours prior to designated start time listed for Opening Ceremonies.

· Ensure that you capture all who attend in your family registration book (email, address, phone).

· Provide coffee and refreshments in the early AM as families are waiting for start of Games.  Have plenty of host/hostesses on hand to answer questions.  Offer all other services and refreshments throughout the day at the Hospitality Area.

· Offer special seating and viewing at ceremonies and awards. 

· Offer family members opportunity to present awards & have their picture taken with their athlete.

· Offer a reception/lunch or special event if resources permit.

· Handout and collect Family Feedback Forms all day.

· Ensure that you have recruited enough volunteers to clean up and secure all the equipment and supplies that were borrowed.

· Return all Games equipment to the Games equipment chairperson.

After the Games

General

· Enter all families attending in a data base.
· Return borrowed equipment and supplies.
· Have an after action meeting with all subcommittee chairpersons.

· Send out thank you letters/postcards to families that came to the Games and ask them to invite others to come with them next time. Remind then to return evaluations if they have not done so.

· Ensure that sponsors, donors and volunteers are thanked.

· Prepare a final report, including financial report, for the Human Resource Commissioner.  Recount how many members are willing to rejoin the committee next year.

Equipment and Supplies


· Pens, registration sign – in sheets for notebook, Evaluation Form, Award Presentation Schedule for families to sign up for a time

· Ribbons, badges etc for recognition of family members at the Games

· Cell phone list of Games Committee and Family Committee members

· Walkie-talkie or cell phones for communication with Games Committee

· Tent for Family Hospitality Area (size depends on amount of people expected)

· Tables and chairs for registration, resource and displays, refreshments, and social area in the hospitality tent

· Instant film & camera for family photos (unless someone donates & staffs station in Olympic Town/Village)

· Paper products for refreshments and reception or lunch

· Stretch tape or decorator ribbon for reserved seating at ceremonies; standing at awards

· “Reserved for Families” signs for ceremonies and awards

· Decorations for Hospitality Area and reception or picnic or special event

· Refreshments for hospitality; coffee, tea, lemonade, cookies crackers, fruit, candy, donuts ( ask clubs and organizations to bake cookies for you)

· Food for reception or special event (ask clubs/organizations to sponsor a hot dog cook out and bring everything and cook on the spot)

· Coolers and ice and water

· Copies of maps, schedules of day’s activities and competition, schedules of county, area and state competitions, handouts from agencies and schools, pricelists of merchandise being sold in the merchandise tent, volunteer forms, newsletters, display boards

· Family Banner for tent, family signs with arrows leading to Hospitality Area and Reception and Special Event 

· Family Welcome Kits with freebies, coupons, places of interest and eateries in the area

Reference to Special Olympics Policies and/or Procedures

1. Special Olympics General Rules, Section 1.03.c: The inclusion of families in training and competition is a part of the Founding Principles of Special Olympics.

2. Special Olympics General Rules, Section 7.03.e: General Requirements for Special Olympics Sports Training and Competition, the Involvement of Volunteers and Families

3. Special Olympics General Rules, Appendix 1, Accreditation Criteria, Section 7.03.e:
Sample
                                      

Timeline for Events or Receptions

	Activity / Task
	Responsible
	Date Due!
	Done Y/N
	Notes

	Event Contract
	
	
	
	

	
	Draft/Submit for Approval
	 
	 
	 
	 

	
	
	
	
	
	

	Budget
	
	
	
	

	
	Prepare Actuals vs. Budget
	 
	 
	
	 

	
	
	
	
	
	

	Athletes
	Athletes, Families
	
	
	
	

	
	Lodging
	 
	 
	 
	 

	
	Communication
	 
	 
	
	 

	
	Communication
	 
	 
	 
	 

	
	Goody Bags
	 
	 
	 
	 

	
	
	
	
	
	

	Food / Beverage
	
	
	
	

	
	Menu
	 
	 
	
	 

	
	Tables / Chairs
	 
	 
	 
	 

	
	Décor
	 
	 
	 
	 

	
	
	
	
	
	

	Special Guests
	
	
	
	

	
	Identify!
	 
	 
	 
	 

	
	Invite Special Guest / Honorees
	 
	 
	
	 

	
	Follow Up Communication
	 
	 
	 
	 

	
	
	
	
	
	

	Invitations
	
	
	
	

	
	Design Samples
	 
	 
	 
	 

	
	Save the Date Cards
	 
	 
	 
	 

	
	Create Guest List
	 
	 
	 
	 

	
	Invitations
	 
	 
	 
	 

	
	
	
	
	
	

	Program
	
	
	
	

	
	Layout
	 
	 
	 
	 

	
	Design
	 
	 
	 
	 

	
	Content
	 
	 
	 
	 

	
	Production
	 
	 
	 
	 

	
	
	
	
	
	

	Table / Ticket Sales
	
	
	
	

	
	Prospect List
	 
	 
	 
	 

	
	Sponsorship Packages
	 
	 
	
	 

	
	Letter (to accompany pkgs)
	 
	 
	
	 

	
	Table Sales
	 
	 
	 
	 

	
	Money Collection
	 
	 
	
	 

	
	Seating Arrangement / Chart
	 
	 
	 
	 

	
	Acknowledgements
	 
	 
	 
	 

	
	
	
	
	
	


	Volunteers
	Responsible
	Date Due!
	Done Y/N
	Notes

	
	Recruiting
	 
	 
	 
	 

	
	Assigning / Scheduling
	 
	 
	 
	 

	
	Training (Auction)
	 
	 
	 
	 

	
	
	
	
	
	

	Raffle / Auction
	
	
	
	

	
	Solicit Items (Live & Silent)
	 
	 
	 
	 

	
	Raffle Tickets (design)
	 
	 
	 
	 

	
	Raffle Ticket Sales
	 
	 
	 
	 

	
	Silent Auction S/U
	 
	 
	 
	 

	
	 
	 
	 
	 
	 

	Evening Program
	
	
	
	

	
	Master of Ceremonies
	 
	 
	
	 

	
	Video
	 
	 
	 
	 

	
	Entertainment
	 
	 
	 
	 

	
	Script
	 
	 
	 
	 

	
	Gifts for Guests
	 
	 
	 
	 

	
	Photography / Videography
	 
	 
	 
	 

	
	
	
	
	
	

	VIPs
	
	
	
	

	
	SOFL Athletes
	 
	 
	 
	 

	
	Celebrities
	 
	 
	 
	 

	
	Politicians
	 
	 
	 
	 

	
	Executives
	 
	 
	 
	 

	
	
	
	
	
	

	Post-Event
	
	
	
	

	
	Acknowledgements
	 
	 
	 
	 

	
	
	
	
	
	

	Press / Publicity
	
	
	
	

	
	Materials
	 
	 
	 
	 

	
	Media Sponsor
	 
	 
	 
	 

	
	Pre and Post-Event PR
	 
	 
	 
	 


Volunteer Committee 

Responsibilities

The Volunteer Committee is responsible for recruiting, screening, orienting and assigning all volunteers not recruited and assigned by other Games or sport committees. The number of volunteer positions recruited is based on the results of a needs assessment completed by each Games and sport committee.  The volunteer committee will also manage “day of” volunteer registration site(s) for pre-assigned and walk-on volunteers in addition to determining ways to recognize volunteers for their service.

Reporting

The chair of the Volunteer Committee reports to the Human Resources Commissioner.

Skill Level for Committee Membership

In addition to the Volunteer Committee Chair, the Volunteer Committee should be divided into the following subcommittees:

· Recruitment Sub-Committee Chair: Good oral and written presentation skills, computer skills to work in database management, graphics for flyers and posters, knowledge of community and media outlets essential

· Screening and Placement Sub-Committee Chair: Good computer skills for database management

· Orientation and Training Sub-Committee Chair: Good written and oral presentation skills with computer skills

· On-site Registration Sub-Committee Chair: Good people skills, some event management skills helpful, multi-tasking and calm personality essential

· Recognition Sub-Committee Chair: Detail oriented, database management, mail merges and computer skills necessary.

· Volunteer Committee Chair: Recruits, trains, delegates responsibilities, and supervises sub committee chairperson, Develops the budget and plan with committee. Prepares a Final Report for the HR commissioner.  Good computer, managerial and personnel skills needed. Knowledge of community essential.

Essential Elements/Actions

1. Establish the committee and subcommittees (with the size being dependant on how large the Games are going to be) and determine job descriptions for each subcommittee chair and subcommittee. 

2. Verify the budget, purchasing, accounting, soliciting donations (cash and in-kind) procedures, schedule regular meetings for committee, keep minutes and action items, develop/modify timelines for action steps for the committee and  attend meetings called by commissioner. 

3. Communicate to the community the volunteer needs of the Games based on the results of a needs assessment and reach out to target groups, organizations, school and sponsors to recruit and fill the needs.

4. Ensure all Class A volunteers have a form on file, require volunteer forms of all volunteers working the Games, review volunteer forms and references and  conduct background checks on Class A volunteers, review forms on Class B volunteer, assign volunteers and notify them of their placement time and location.

5.  Develop volunteer summary by day, time shift and by venue or activity to provide information to meals, registration and recognition committee.

6. Provide a process for On-Site Registration for pre registered and walk on volunteers which includes an on-site photo ID check.

7. Provide volunteer orientation opportunities for all volunteers. Offer some committee or sport specific training prior to the Games.  Provide trained trainers at all venues or functions who can conduct on the job training at the site. 

8. Develop a multi-tiered recognition system for the Games: Games Management Team, Games Committee Chairpersons, Sub Committee Chairpersons, Committee Members, All day volunteers, Shift volunteers, sponsors, and donors. 

Committee Checklist

6 Months Prior to the Games

General

· Chair and sub-committee chairs recruited.

· Confirm or modify budget and make a draft overall plan based on last year’s committee and Games evaluation and feedback forms.

· Set Committee Meetings/make calendar of due dates, meetings and milestones.

· Do a walk through of the facility with Human Resource Commissioner to determine location and size of volunteer registration area(s), draw schematics.

· Make a tentative list of equipment, coolers, tables, tents, chairs, supplies, water ice, signs, banners, needed.

· Make a list of refreshments, paper goods, and food items and determine what will need to be donated or purchased.

· Modify or use the Volunteer Feedback Form from last year.

Recruitment

· Make or modify a volunteer needs assessment grid; distribute to all committees and sports; post completed volunteer grids on area website and the Community Volunteer Clearinghouse website and distribute to all committees.  Make summary of needs by day, time and assignment for meal and volunteer recognition.

· See Sample volunteer needs grid for golf.

· Encourage committees/sports to recruit their own volunteers but note that on the grid (grid notes only positions committee is responsible for).

· Sub-divide the committee work/members into group and individual recruitment. 

· Establish response link for volunteers: for call-ins ( whose phone #? ) or email (whose email?). 

· Research possible target groups for specific volunteer jobs, prepare recruitment materials (brochures, fact sheets flyers, posters) if the marketing or PR committee has not done so yet.

· Compile short job responsibilities for all committee positions, sports, special events and venue positions. 

· Send a SAVE THE DATE Email/Mail to last year’s volunteers, sponsors, prospective groups or individuals;  Include cut-off  date for pre-registered volunteers fact sheet.

· Work with PR committee to determine timeline to a) pitch volunteer stories to the media and b) to send press releases to media about volunteer needs. 

Screening and Placement

· Ensure New SONA Volunteer Screening Policy (May 2005) is reviewed and is fully operational; ensure volunteer forms for Class A and B volunteers are correct. 
· Develop the process to receive calls, mail and email and place information in data base and make notations on each grid; give updates to each committees/sports weekly. 

· Determine when and what should go in the volunteer mailing to pre-registered volunteers (assignment – day and time and location, directions and or map, parking instructions, fact sheet, orientation and training information, dress code and weather conditions, rain plan etc.).

· Determine cut-off date for receiving/processing “day of volunteers” by mail, fax, phone, or email.

· Determine process for reviewing volunteer forms and submitting them for background checks if necessary.
Orientation and Training

· Determine times and places and how many orientations will be provided for volunteers.

· Determine content and agenda of Orientation (SO philosophy, Mission, Rules, Understanding people with intellectual disabilities) and the code of conduct, location of volunteer registration; use General Orientation if time permits.

· Determine content and agenda for “walk-on” volunteers’ orientation  and where it will be held.

· Notify each committee and sport that they will have to conduct one on- site training prior to the Games to: Educate key volunteers about their specific venue/facility, emergency procedures, equipment usage, rules, task training and review of written job description report time, assigned supervisor  ( who to report to), reminder of location of volunteer registration.

· Ask committees and sports to choose one “trainer” who will train volunteers for the on-site training prior to Games. 

· Ask Committees to choose one “Day-of Trainer” who will train all walk-ons assigned to venue or committee on the day of the event; On-Site Registration.

On-Site Registration

· Determine the process for pre-assigned and walk-on volunteers based upon the number of volunteers expected i.e. the more volunteers the more stations needed.  What will it take to staff the tent for registration, id check, distribution of t-shirts, directions and job descriptions for walk-ons?

· Determine the size of the tent and number of tables and chairs needed.

· Determine the location of the “walk-on” versus the “pre-assigned “volunteer check in stations (same tent or separate tent).

· Determine where the holding area will be for volunteers who are waiting to be assigned, if all positions have been filled.

· Determine content of volunteer binders at each check-in station at volunteer registration i.e. Volunteer Grid would have volunteer’s name printed by assignment. At check-in, volunteer’s name would be highlighted with marker, and walk-ons would print their name by assignment. 

· Interface with communication committee to ensure a walkie-talkie or cell phone between volunteer registration and the venues.  

Recognition

· Determine what types of recognition will be offered for each level of volunteer based upon the budget; Categories to determine are: GMT, Games Committee Chairpersons, Committee Members, Officials, Day of Volunteers.

· Develop template for volunteer thank you post card or letter or certificate or both!

· Price recognitions items (t-shirts, ribbons, name badges, plaques).

· Determine if volunteer appreciation party is possible and when volunteers would like it to be held.

· Contract with the facility for volunteer party if applicable.

· Solicit items and food from businesses, supermarkets and organizations for volunteer party or find sponsor.

· See Reception/Party grid under Family Appendix

3 Months Prior to Games

Recruitment

· Mailings, email, promotion material, website postings, flyers, posters completed and distributed

· First press releases about volunteer needs for Games released; volunteer story highlighted.

· Committee members going out on speaking engagement for recruitment purposes
Screening and Placement

· Volunteers being screened, placed on volunteer grids, and name entered or updated in database

· Volunteers receive volunteer information about Games, assignment, and orientation and training.

· See sample letter sent pre-assigned volunteers

Orientation and Training

· Volunteer orientations conducted on a regular basis a month prior to Games

· On-site training conducted

· Volunteer orientation and training packets copies

On-Site Registration 

· Putting the books together for pre-assigned and walk on volunteer check in

· Making signs for both stations (one per station)

· Recruiting and training volunteers to handle check in and t-shirt distribution

· Sort, count and box or bag volunteer t-shirts by size and venue if off site and by size if at main check-in. 

· See sample T-Shirt Distribution Count in Appendix

Recognition

· Order Recognition items: certificates, plaques, nice paper & envelopes for thank you or post cards.

· Develop agenda, speakers, program for volunteer recognition party.

· Recruit DJ or band for party.

· Determine the decorations.

· Order food and supplies needed for the recognition event.

· Make arrangements for picking up donated items (food, plaques, certificate paper, etc.).

During the Games

Recruitment

· Prepare a final report, including financial report, for the Human Resource Commissioner.

Screening and Placement

· Place NO lists in each check in binders to identify volunteers who will not be allowed to participate at those Games.

· Train volunteers how to tell a volunteer that he will not be allowed to participate.

On-Site Registration

· Includes a director, 8-10 people for alphabetical check in, 6-8 volunteers for walk on check in, 4-6 people for t-shirt distribution, 5-10 volunteer escorts to lead volunteers to their assignment, refreshments, and communication source with venues

· Review the Volunteer Policy about age requirements, code of conduct, photo check and four questions asked on the form so they will be ready to deal with any circumstances.

· Walk-on lines to be augmented by volunteers carrying clipboards so they may start completing forms while standing in line.

· All volunteers must have some type of designation that they are an official volunteer and have had a photo ID check. (stickers work well)

· Offer community service documentation here.

· See sample Volunteer Check- In  Instructions in Appendix and diagram.

Recognition

· Provide t-shirts, collared shirts, ribbons, badges, stickers, community service documentation, free refreshments or lunch, as determined by committee, acknowledgements during ceremonies.

· Offer sponsor and donor recognition at opening ceremonies. 

· Offer volunteer party, picnic if funds/sponsorship permits.

 After the Games

· Capture the volunteer data base and secure it for next year.

· Send out thank you letters/postcards to any of volunteers.

· Send out Volunteer Feedback Forms to randomly selected volunteers to see what they thought of their Games experience.

· Ensure that volunteer sponsors and volunteers on the committee are thanked in writing or send pictures with a thank you card.

· Prepare a final report, including financial report, for the Human Resource Commissioner.

Equipment and Supplies

· Tents, tables and chairs

· Pens, pencils, clipboards, volunteer registration forms, paper, masking tape, zip ties, volunteer binders with grids 

· Ribbons, badges, stickers to acknowledge and recognize

· Signs and banners for the tent, signs for check-in stations 

· Storage area for t-shirts ensuring they don’t get wet or dirty

· Boxes (preferably plastic) for t-shirts sorted by size and venue

Reference to Special Olympics Policies and/or Procedures

1. Special Olympics General Rules, Section 7.03.e: General Requirements for Special Olympics Sports Training and Competition/Involvement of Families and volunteers

2. Special Olympics North America Volunteer Screening Policy, May 2005

Sample          
2014 Special Olympics Golf Tournament

Golf Individual Skills Competition
Job Descriptions

                            Friday



          
     Saturday

	Job
	Needs
	Filled
	Time
	Needs per shift
	Filled
	Time

	Event Directors
	7
	
	1:00pm-4:00pm
	7
	
	8:00am-2pm

	Escorts
	14
	
	1:00pm-4:00pm
	14
	
	8:00am-2pm

	Scorekeepers
	7
	
	1:00pm-4:00pm
	7
	
	8:00am-2pm

	Ball Retrievers
	12
	
	1:00pm-4:00pm
	12
	
	8:00am-2pm

	Staging Coordinator
	1
	
	1:00pm-4:00pm
	1
	
	8:00am-2pm

	Stagers
	2
	
	1:00pm-4:00pm
	2
	
	8:00am-2pm

	Result Runner
	1
	
	1:00pm-4:00pm
	2
	
	8:00am-2pm

	Set-up/Take Down
	2
	
	10:00am-5:00pm
	2
	
	8:00am-2pm

	Awards Staging
	NA
	
	
	8
	
	8:30am – 2:00pm

	Awards
	NA
	
	
	12
	
	8:30am – 2:00pm

	Total Volunteers
	46
	
	
	67
	
	


Event Director:

Oversees conduct of specific ISC event.

Escorts:

Volunteers will escort athletes in each heat from Staging Area to each competition station and will be responsible for recording the scores of each athlete.

Scorekeepers:

Responsible for counting the points for each attempt and relaying them to the escort.  They can also act as ball retrievers.

Ball Retriever:

Volunteers will retrieve balls and send them back to the starting position at their designated event.
Staging Coordinator:

Responsible for the overall staging process.

Stagers:

Volunteers will assist with staging the athletes and prepare them by heat for their competition.

Results:  

Responsible for getting the results of the competition to the results calculation area and then to the awards staging area

Set-up/Take Down:

Volunteers will help set up and take down the venue, (tables, chairs, banners, etc.).

Dear ____________,                                                              

Thank you for signing up to be a Special Olympics Florida Volunteer at our 2014 State Summer Games held at USF in Tampa.  We are very excited about the over 2,000 athletes we will have the opportunity to serve at this event. 

You are assigned to volunteer at:
Venue


On: Date & Time

Group of:  # Volunteer(s) 



 


From:  Group Name or “N/A” if no group

After “check- in”, please report to: Venue Volunteer Trainer
Pease come 30 minutes early to allow time to park, check in and get your volunteer t-shirt, which we ask that you wear during the event.  

If you are volunteering for Gymnastics (held at Lightning City Gymnastics), Meals-Dinner (held at the Sun Dome), Tennis Singles and Doubles (held at the USF Varsity Counts on Holly Drive), or Cycling (held on Sycamore Drive), please use the volunteer check-in located at that specific venue. 

All other assigned venues should check in at the Main Volunteer Check-in tent located on Maple Drive, near the stadium, just a short walk from volunteer parking.  Designated volunteer parking will be available in Parking lot 17 B across from the Track and Field Stadium.  If you are not sure where to go, please check-in at the main tent.  

*Must show a photo ID at volunteer Check-In *

Please read the map as well as all enclosed materials.  If you have any questions or need to revise your schedule, please feel free to contact me at XXXXXX or via email at XXXXXXX. If you are unable to contact me, XXXXXX at extension 521 may also be able to answer your questions.

A volunteer training will be held on Wednesday, April 27th at 6:00pm at the USF Campus Recreation Center at the Lower Gymnasium. Please plan on attending the meeting to learn about volunteering for the Summer Games and about the venue you are assigned too.

Thank you again for all your help and I look forward to seeing you at the 2014 Summer Games!

Sincerely,

Manager of Sports & Training

Sample T-Shirt Distribution Count

	Venue
	Friday 29th
	Saturday 30th

	
	Morning 
	Afternoon
	Evening
	Morning 
	Afternoon
	Evening

	
	7:00 AM
	11:00 AM
	4:00 PM
	6:30 AM
	11:00 AM
	4:00 PM

	Athletics
	 
	132
	4
	200
	137
	

	Cycling
	 
	 
	 
	48
	42
	

	Meals
	 
	 
	31
	15
	31
	

	Opening & Closing 
	 
	 
	55
	 
	 
	26

	Team Soccer
	 
	18
	 
	36
	36
	

	Tennis Indv. Skills
	 
	51
	 
	51
	50
	

	Volleyball T.Sk./ T.Comp. USF Lower Gym Ct 2
	 
	 
	 
	28
	11
	

	Volleyball USF Lower Gym Ct 1
	 
	13
	 
	13
	14
	

	Bocce
	4
	35
	2
	34
	29
	8

	Gymnastics
	 
	 
	4
	44
	40
	

	Olympic Village
	 
	58
	 
	57
	57
	

	Soccer Skills
	 
	29
	 
	27
	 
	

	Tennis S & D
	 
	5
	 
	11
	12
	

	Volleyball Corral
	 
	11
	 
	17
	18
	

	Volleyball USF Upper Gyms
	 
	14
	 
	21
	22
	

	Volunteer Check-In
	 
	17
	 
	17
	17
	

	 
	 
	 
	 
	 
	 
	

	SubTotals
	4
	383
	96
	619
	516
	34

	 Total per Day
	483
	1169

	Grand Total
	1652


Sample Volunteer Check-In Instructions and Diagram
Volunteer Check-In Instructions

· Set up Volunteer Check-In Tent of adequate size according to the size of the event and set up multiple tables for check in.  

· If necessary divide the tent in two sections: “Walk-In’s” & “Pre-assigned”, so that as volunteers come, they can form 2 lines; one line for those who had already sent their Registration Form (pre-assigned), and another line for “walk-in’s”. These 2 queue lines will empty into 6 check-in stations (3 walk-in and 3 pre-assigned), or whatever your size dictates.

· Prepare enough clipboards with Volunteer Registration Forms, so that the “walk-in’s” volunteer line can start to fill out and signed the Volunteer Reg. Form and Code of Conduct before they reach the check-in station. You may need additional “crowd attendants” to distribute these clipboards and who can also provide orientation and help maintain order in the lines. 

· Assign 2-3 people per table. (recommended #) Each attendant should have a binder with all the volunteer assignments.  “Pre-assigned” volunteers get their name highlighted. “Walk-in’s” must write (sign) their name by time and venue assignment. 

· Behind the tables and in the middle of the tent, organize the t-shits boxes by size. Assign enough “t-shirt runners” to pass on the shirts to the tables. 

· Volunteer receives a t-shirt with a “bright color” label on it (this identifies they have had photo check). Each Volunteer also receives a Venue Map/Brochure and they are sent to their venue.   Have enough of these materials with you. 

· Make sure you have one copy of the Family Information Book.  The answers to most questions can be found in this book.  The book includes a schedule, information on what events/heats the athlete is entered in, directions to venues etc.  Any other questions should be referred to the Facility Coordinator.

Performance

· Ask the volunteer if they are with a Delegation.  Individuals who are volunteering as part of a Special Olympics county delegation should NOT sign in and should NOT receive a t-shirt.  They are coaches/chaperones, not day-of Games volunteers.  Tell them to check with their coordinator for verification.  There are only enough t-shirts for the day-of Games volunteers who will be helping to run the Games.  TIP – If the individual is wearing a colored arm-band they are part of the county delegation and should NOT sign in.

· Ask for a Picture ID. This is enforced in all SO Games for the security and the athletes.  

· Pick up Volunteer Registration Form from the volunteer (if not yet in file) and make sure that it is properly filled out and signed. Important: The Code of Conduct is embedded in the back side of the form and absolutely everyone must sign it!!! If Volunteer has checked yes to any questions they may be denied participation. If they are on he NO list they will be denied participation

· Ask the volunteer if they need a Community Service Letter specifying the number of hours they volunteered (usually high school and college-age students).  If so, fill in their name and shift hours on the letters provided and give it to the volunteer.  Remind the volunteers that everyone will also receive a general thank you letter (usually 2-3 weeks after the event), but it will not show the number of hours they worked.

· Remind volunteers that if Lunch is provided on their shift, they must wait until the athletes have eaten before taking one for themselves.  They do not need to worry; there will be more than enough meals for everyone!

Sample 

Volunteer Check-In Diagram










Athlete Leadership Program (ALPs) Committee 

Responsibilities

The Athlete Leadership Committee is responsible for ensuring that athletes within the sub program jurisdiction are given ample opportunities to become involved at all levels of the Games management structure (commission,  committee chairs, committee members, sub committee members, officials, or day of volunteer).  In addition, the ALPs Committee is responsible for ensuring that commissioners and committees are aware of the talent bank of athlete leaders that are willing to serve and what positions or roles they could play. 
Reporting

The Co- Chairs of the Athlete Leadership Committee report to the Human Resources Commissioner.

Skill Level for Committee Membership

Depending of the size of the Games or Tournament the ALPs Committee should be divided into several subcommittees:

· Promotion: people friendly personality, marketing background helpful, networks with multiple committees, creates marketing materials, conducts needs assessment of roles and volunteer positions pertinent to these Games that athletes could fill. Computer skills to make and  distribute marketing flyer to agencies serving people with ID

· Athlete Awareness/ Recruitment: public speaking: a) to visit groups and individuals about the volunteer opportunities athletes could have, b) make presentations to Commissioners and Volunteer Committee with athletes to show the availability and desire of athletes to participate; flexibility and travel:  to visit during day and evening hours agencies serving people with intellectual disabilities (ID).; phone time to make contact with County/Area Input Councils, Global Messengers and County/Area ALPs. Technical Assistance to all committees for training tips for volunteer orientation and training 

· Co-Chairs: must be dedicated to the ALPs concept and should have ALPs experience unless the sub-program is using this event to introduce ALPs to the community; must turn in a final report to the Commissioner of Human Resources.

Essential Elements/Actions

1. Recruit an ALPs facilitator/mentor and Athlete Leader who will Co-Chair the Committee; recruit. 

2. Establish the committee (with the size and subcommittees being dependant on how large the Games are going to be) and determine job descriptions ALPs and non ALPs committee members for each subcommittee and committee member role.

3. Verify the budget, purchasing, accounting, and soliciting for donations (cash and in-kind) procedures, schedule regular meetings for committee, keep minutes and action items.  Develop/modify the timeline for action steps of all sub committee activity.

4. Make ALPs presentations to the entire GOC to make them aware of the types of positions/roles athletes can fill.

5. Market volunteer needs to the athlete community.

6. Train GOC committee chairpersons how to include athletes in training, activities, supervision,   feedback and evaluation.

7. Offer on-going technical assistance to all committees (as needed but keep close contact with volunteer committee).

8. Offer on going assistance for athletes (unsure of how to navigate the volunteer registration process).

9. Conduct formal and informal evaluations.

Committee Checklist

General

6 Months Prior to Games

· Recruit Co-Chairs from existing ALPs in the sub-program.  Incorporate an ALPs Chair from county or area management team to offer assistance. 

· Recruit Sub-Committee Chairs.

· Review budget and make modifications as needed.

· Set timelines for each sub committee task, based upon GOC  timelines.

3 Months Prior to Games

· Communicate budget needs; communicate between subcommittees and other GOC committees.

During the Games

· Ensure there is a member of the ALPs Committee at on-site volunteer check in.
After the Games

· Send thank you notes to all committee members.
· Gather information from sub committees and have a wrap up meeting.
· Write a Final Report and send to Executive Committee of the GOC.
Promotion

6 Months Prior to the Games

· The GOC chairpersons develop a needs assessment of volunteer roles /jobs they feel athletes could fill.  Disseminate with the assessment a list of volunteer roles athletes currently fill as to help them better understand the ability of athletes. 
· Combine lists from this committee and results of needs assessment for review by commissioners.
· Develop a list of positions with short job descriptions (from each committee) that are athlete friendly.
·  Develop a fact sheet with can be used by the a) Volunteer  b) Athlete Awareness and Recruitment Committees and  c) the GOC with all positions and descriptions included.
· Meet with Volunteer Committee to designate a person to take referrals from the athletes’ community.
· Send fact sheet/flyer for GOC and Volunteer Committee to internalize positions available.
· Develop posters and flyers for use in the athlete community and a contact number for them.
3 Months Prior to Games

· Disseminate flyers to Volunteer Committee and to the Athlete Awareness and Recruitment Committee.

· Get the physical names and addresses and the electronic addresses from the Athletes Awareness and Recruitment Committee of agencies, schools, and group homes that serve people with intellectual disabilities.

·  Draft a letter to athletes, caregivers, teachers, administrators alerting them to the upcoming Games and the attached list of volunteer opportunities for athletes.

· Update a link to the Games host website if available or send information electronically to the local volunteer agency. 

· Send by mail and email the flyer and the fact sheet of volunteer positions available to agencies, schools, organizations, group homes, DD councils, advocacy groups that serve people with intellectual disabilities.

· Write a short survey approved by the ALPs Committee to be administered during the Games to athletes and committee members.

· Write a short Feedback Form that can be used by persons supervising athletes. 

During the Games

· Do informal surveys with athletes and committee members about the athlete’s volunteer role/position during the Games/tournament. 
· Note success stories seen during the Games.
· Disseminate Feedback Forms to as many volunteers as can be found that are supervising athletes in volunteer roles.
After the Games

· Disseminate Feedback Form to Committee Chairs to in turn disseminate to persons supervising athletes that might have been missed during the Games.
· Compile results of informal on-site interview surveys and written feedback forms from people who supervised athletes in volunteer roles.

Athlete Awareness and Recruitment

6 Months Prior to Games

· Develop a mailing (physical and electronic) list of all schools, agencies, residential facilities, organizations, advocacy groups that serve people with intellectual disabilities.

· Prepare lists of athletes who are global messengers, athlete input council members, ALPs members that live within the geographic boundaries identified for the Games.

· Call and send letters to current ALPs members requesting volunteers for the Games ALPs committee. 

· Send letters to current volunteers in  the sub- programs in the geographic boundaries of the Games requesting volunteers for ALPs committee.  

· Sub-program ALPs members or  Global Messengers talk to a) Executive Committee b) GOC members to convey the athletes’ desire to have a volunteer role with the Games. 
· Develop guidelines or helpful hints for committees who will have athletes going through committee training or general volunteer orientation for the Games.
3 Months Prior to Games

· Using the “Volunteer Jobs Fact Sheet” athletes and mentors make presentations to agencies schools, organizations serving people with ID for recruitment purposes.

· Athletes and mentors (Games ALPs Committee Members) make appearances at committee meetings upon request to sell athletes volunteering on their committee.
· Network with Volunteer Committee to ensure there is no overlap in their volunteer recruitment efforts or with their speaker’s bureau.  Ensure there is a contact for athletes who sign up as volunteers. (Name or number on the volunteer flyer given to athletes will be a person designated to handle athlete inquiry and registration.
· Offer technical on-site assistance to committees who are doing volunteer training.
· Ensure ALPs is part of any general volunteer orientation given by the GOC/Volunteer Committee. 
· Decide with the volunteer committee if there will be a separate table devoted to ALPs check in at the Games.
During the Games

· Put out signs and banners and decorate two and a half hours prior to start of Games.

· Treat all family members as though they were VIPs.

· Set up the Family Hospitality Area and Registration Table two hours prior to designated start time listed for Opening Ceremonies.

· Help staff the volunteer check in at Games.

After the Games

· Prepare a report to give the co-chairs of the ALPs committee.

· Get the Volunteer committee a list of all athletes who served as volunteers. 

· Attend an after action meeting with the ALPs committee. 

· Ensure athletes are getting thank you notes or send them yourself. 
· Send a Feedback Form to all athletes who volunteered or if there are not that many, do a person to person call for feedback. 
Equipment and supplies

· Access to a computer

· Copy paper and letterhead (made on the computer) for letters and flyer

· Postage

· Shirts for ALPs committee members who are going out speaking on behalf of the Games

Reference to Special Olympics Policies and/or Procedures

1. Special Olympics General Rules, Section 4.06 (a):  Scope of Programs
2. Each Accredited Program shall offer sports training and competition programs within its jurisdiction as well as other Special Olympics program initiatives such as Unified Sports®, Motor Activities Training Programs, and Athlete Leadership Programs. 

Sample 

Athlete Leadership Program (ALPs)

Roles Athletes Play in our Special Olympics Programs

· Serve on SO Boards of Directors

· Serve on County or Area Management Teams

· Serve on County or Area Management Team Committees

· (Training, PR, Families, Recruitment, Fundraising, Finance, Volunteers)

· Global Messenger (speaks on behalf of Special Olympics)

· Athlete Input Council (Council gives input to the County or Area Management Team on issues important to athletes)

· Coach or Assistant Coach

· Master of Ceremonies or Announcer

· Fundraiser

· Photographer, Reporter, Writes Articles 

· Assistant Chaperone 

· Teacher Aide

· Serves on Games Evaluation Team

· Serves as a day of volunteer for competition or special events

· Serves as an Official at Competition

Competition

Sports Committee 

Responsibilities

The Sports Committee is responsible for organizing and running the various sports.  Subcommittees should be established with a chairperson appointed for each sport.  Sport Chairpersons are members of the Sports Committee and make recommendations on all sports.  It is also the responsibility of each Sports Committee to work with the announcer.  A meeting prior to the event should be set up in order to establish the sequence of events and how they will work together to keep the event running smoothly and orderly.
 Reporting

The Directors of the specific sporting events report to the Games Director.

Skill Level for Committee Membership

Volunteers should have experience with the specific sports for which they are responsible. 

Essential Elements/Actions

1. Organize competition in specific sports.

2. Help registration committee with divisioning.

3. Recruit and train volunteers for sports specific jobs.

4. Recruit all officials.

5. Secure all equipment needed.

6. Ensure proper venue flow of participants, paper, and equipment.

Committee Checklist

6 – 3 Months Prior to Games

· Determine what sports and events will be offered and how many participants can be handled.
· Appoint a chairperson for each sport, and sub-chairpersons for each event within a particular sport. Delegate the responsibilities listed in this guide to all chairpersons.

· Prepare information for sports registration forms and instructions (include deadline dates) for registering in events, and send through the Registration Committee.

· Secure qualified officials for each sport and event.

· Prepare detailed instructions for all coaches, chaperones, officials, awards personnel and results personnel on the operation of the sports and award ceremonies. 

3 – 1 Months Prior to Games
· Coordinate with the appropriate committees; include a sports time schedule in the instructions.

· Arrange for a PA system(s) and announcers(s) to announce instructions and results.

· Make certain that all necessary equipment is available; prepare a detailed equipment checklist; coordinate with Facilities Committee.

· Make certain that medical personnel are available for each competition site and coordinate with Medical Committee.

· Make certain all awards and awards personnel are on hand; coordinate with Awards Committee.

· Have signs or banners made identifying key areas; coordinate with Signage Committee.

· Allow time for warm-ups before competitions.

· Appoint a Results Subcommittee, which will establish procedures for recording results.

1 Month Prior to Games

· Work closely with Facilities Committee; all facilities are ready (including locker & rest rooms).

· Establish procedures for recording scratches or correcting errors in division assignments, etc.; coordinate with Registration Committee.

· Coordinate with other appropriate committees (Special Event, Meals, etc.); arrange back-up procedures, where appropriate, for those that miss their events.

· Review and determine the specific rules that will be followed for the sports.

· Prepare back-up plans for appropriate sports in case of inclement weather. 

· Specific sports schedule (times to participate for each age group, gender and ability)

· Location of each sport and event (diagrams, if necessary) 

· Rules that will be followed

· Tournament brackets for team sport competitions

· Procedures for keeping results

· Procedures to follow in case of errors in division assignments

· Procedures to follow if participants miss their events, including a statement that informs coaches to have participants at event site on schedule or they will be disqualified

During Games

· Have rule books at the competition sites.

· Run the competition according to National Governing Body and Special Olympics Sports Rules.

· Appoint a protest and rules committee for interpretation and rulings.

· Measure and mark off all competition sites (50 meter dash, floor hockey court, etc.).

· Implement training sessions and trial runs for all personnel.

After Games

· Send thank you letters to all on committees.

· Prepare detailed Final Report for Event Director.  Include a listing of all activities; the names, addresses, and phone numbers of key personnel assisting the committee (including donors) and specifically how they assisted; copies of letters/records of significant communications; special problems and how they were handled; and recommendations.  Include final results of all competitions.

Reference to Special Olympics Policies and/or Procedures
All competitions follow the rules of the National Governing Body and Special Olympics Sports Rules. 

Special Olympics events should be conducted in accordance with appropriate rules which are designated to protect the athletes, provide fair and equitable conditions of competition, and promote uniformity so that no competitor shall obtain unfair advantage over another.  Volunteer coaches should be trained by professionals in physical education and sports.  Professional associations related to a specific sport can provide volunteers, equipment, professional advice and written materials.  The following are some associations that can be resources for the appropriate sports committee:

Officials Associations

Swim and Track Associations

Red Cross Agencies

State and High School Athletic Associations

Professional and Amateur Sports Organizations

Athletic Departments - university & high school Recreation Departments

A.A.U. Groups

Sports Clubs

These and other organizations related to specific sports can provide volunteers, equipment, professional advice, & written materials. Assess your needs; request support from these very knowledgeable organizations.
Games Rules Committee 

Responsibilities

The Games Rules Committee is responsible for overseeing that the Games are run in accordance with the Special Olympics General Rules and Special Olympics Sports Rules.   All appeals decisions made by the Sports Rules Committers are forwarded for decision to the Games Rules Committee for final ruling.  

Reporting

The chair of the Games Rules Committee reports to the specific Games Director.

Skill Level for Committee Membership

Committee Members should come from a cross section of staff, coaches and others who are willing to be objective. 

Essential Elements of the Games Rules Committee

To act as the ruling body on any appeals from the specific Sports Rules Committees.
Committee Checklist

Prior to the Games
· The Games Director should recruit and train committee members.
During the Games

· Act as ruling body for appeals from the Sports Rules Committee decisions

Reference to Special Olympics Policies and/or Procedures

1. Special Olympics Sports Rules 

2. Special Olympics General Rules

Sports Rules Committee 

Responsibilities

The Sports Rules Committee is responsible for overseeing that the Games are run in accordance with the National Governing Body rules and Special Olympics Sports Rules.  All protests by participants for a specific sport are brought to the Sports Rules Committee.  Any appeals of the decision are forwarded to the Games Rules Committee which is the final say.  

Reporting

The chair of the Sports Rules Committee reports to the specific Sports Competition Director.

Skill Level for Committee Membership

Committee Members should come from a cross section of coaches and officials who are willing to be objective. 

Essential Elements of the Games Rules Committee

1. To act as the ruling body for any protests

Committee Checklist

Prior to the Games

· Specific Sport Director should recruit and train committee members.
During the Games

· Act as ruling body for protests 

Reference to Special Olympics Policies and/or Procedures

Special Olympics Sports Rules and National Governing Body Rules

Officials 

Responsibilities

The Specific Sports Director is responsible for overseeing a quality sports competition for the athletes of Special Olympics.  In order to insure that the competition is run by the rules of the National Governing Body and the Special Olympics Sports Rules, NGB officials should be recruited.  Although all NGB officials will know the NGB rules, they may have to be given training on the Special Olympics Sports Rules.  Sometimes NGB officials are not readily available to fill each official spot needed.  If NGB officials are not available, recruit volunteers who know the specific sport and have them trained and supervised by the Head Official. 

Reporting

All Officials work under the direction of the specific Sports Competition Director. 

Skill Level for Committee Membership

Officials should be certified by the NGB and trained in the Special Olympics rules as they relate to a specific sport.  

Essential Elements of an Official

1.
To ensure that the competition is being conducted as outlined in the sports rules of Special Olympics and the National Governing Body.  
Committee Checklist

Prior to the Games

· Specific Sport Director should recruit and train officials.
· If NGB officials cannot be secured for every official position, then sport knowledgeable volunteers should be recruited and trained to work under the supervision of the Head Official.  
During the Games

· Ensure competition is being run according to the specific sports rules.
Reference to Special Olympics Policies and/or Procedures

Special Olympics Sports Rules and National Governing Body Rules

Divisioning
A key feature of Special Olympics sports is the organization of participants by ability.  This allows all participants an equal chance to succeed and provides for more meaningful experiences.  To do this, participants must be grouped into divisions with other participants who have similar abilities.   Divisions have three criteria – age, gender and ability. All divisions must be a minimum of 3 participants and maximum of 8 participants.

The ability of an athlete is paramount to divisioning.  Special Olympics has a 10% guideline that athletes/teams in a division should have no more than a 10% differential in abilities.  Divisioning becomes more difficult with the lesser number of athletes/teams participating. 

All athletes/teams should first be divided by gender, then by age and then ability.  The age groups are as follows:  
Athletes

Teams

 8 – 11

8-15

12 – 15

16-21

16 – 21

22+

22 – 29


30+.

With lesser numbers of athletes, divisioning may occur by combining age groups or genders.  Refer to your local program office and the sport in the mainstream to find out what process should be utilized.  There is no magic answer when divisioning is not ideal.  However, it is paramount that the ability of the athlete be the number one factor in the division he/she competes.  

Divisioning Becomes a Reality 

General Procedure for Operating Individual Events

· Have all participants report to staging area at certain times. 

· As participants report to staging area, place them in their pre-assigned divisions with rows of chairs or benches.  Division 1 in the front, Division 2 behind Division 1, etc. 

· Have starter call for a Division and move participants to the location where they will compete.

· Participants compete in their events. 

· Assign officials at competition site with score cards to record the results. 

· Assign recorders to measure and record each attempt made by the Special Olympics athlete.  In field events, Special Olympics athletes should use non consecutive attempts.  Pentathlon events are scheduled as part of the field events.  They utilize the same measures and officials.  Separate officials are used for scoring. 

· Runners will take score cards to results table where results will be listed on Master Results Sheet. 

· Awards will be given at the awards stand and announced over P.A. system or with bullhorn. 

· Participants will return to their teams.

This procedure can be used for all field events, gymnastics events, bowling, one meter diving, figure skating, winter sports events and other individual events.  The key is to work with one division at a time.  In some situations, all participants in a division may be able to compete simultaneously (e.g. softball throw), and in other situations only one participant at a time will be able to participate. This procedure can also be modified for most timed events with lanes.  

General Procedures for Operating Team Sport Competitions

The procedures for operating team sport competitions are very similar to those for individual sport competitions.  As with individual sports, the equipment and personnel needs vary with the specific event.  Scheduling will also have to be individually planned, and facility preparation may require more planning. 

· Display big tournament brackets so that participants and spectators can follow the competition and results.

· Schedule in such a way that each team will participate at least twice  (If the tournament is not double elimination, consider a consolation bracket).

· Remember to have both light and dark jerseys in case two competing teams have the same color uniforms; designate ample seating space for all players and coaches.

· Set up an award display, particularly if team trophies or plaques will be presented; coordinate with Awards Committee.

· Thoroughly plan award and proceedings; remember this will be teams rather than individuals.

Scheduling

When scheduling the competition, it is important that participants are not scheduled to be at two events at the same time.  It is easy for this to happen if all variables for scheduling are not considered.

Basically, the key is to break large groups of participants into smaller groups.  For example, rather than scheduling all softball throw participants at once, schedule each specific age, gender and ability group.  Consider the following steps in scheduling:

· Determine the number of participants, the amount of time available, and the facilities and volunteers which can be utilized.

· Each event should be scheduled and run continuously until all participants have completed that event:  This helps to minimize the number of volunteers.

· Designate each age, gender and ability group to participate according to scheduled items.  By breaking into smaller groups, scheduling becomes more manageable and less confusing.  It is also easier for coaches to understand, as well as provide everyone with more accurate projected starting times.
The number of participants and the other variables involved in scheduling will have to be reviewed to   determine if this system is necessary and in the best interest of all involved.  Remember that the key to all scheduling is to continue to break down the larger groups into even smaller groups. 

Participant Services

Medical Committee 

Responsibilities

The Medical Committee is responsible for providing all event participants with the necessary medical service for the duration of the event.  Medical services will mostly be triage for emergency medical situations and direct treatment of minor issues. The medical committee will be responsible for setting up medical stations at all sports venues and during special events (where athletes participate).

Reporting  

Position reports to the Director of Participant Services

Skill Level for Committee Membership 

Volunteers should have medical background and access to recruitment of volunteers who are certified medical personnel (EMTs, paramedic, nurses, physicians, firemen, ambulance service, etc.)

Essential Elements/Actions:

1. 
Recruit and train necessary medical personnel and make sure adequate medical supplies are on hand.

2. 
Schedule personnel based on the competition schedule, venue, and number of participants.

3. 
Coordinate with community medical facilities if needed - local hospitals, medical clinics.

4. 
Make sure the all First Reports of Accident/Incident are turned into Special Olympics staff. 

Committee Checklist
6 – 3 Months Prior to Games

· Develop written medical procedures for coaches to follow during the event.

· Do walk through of venue to check for safety issues.

· Begin recruiting medical volunteers - will need more volunteers than what schedule will indicate in order to compensate for no shows.
3 – 1 Months Prior to Games

· Assess medical equipment needs and begin to put together a supply list.

· Begin developing preliminary schedule based on competition and special event schedule.

· Put together list of emergency numbers for coaches’ packet.

1 Month to Games

· Lock in ambulance service if needed.

· Begin acquiring needed supplies; check with Special Olympics staff regarding event budget.

· Coordinate with Special Olympics office regarding athlete numbers per sport and confirmed competition/special events schedule; there may also be a request for additional coverage at other venues – Torch Run, Healthy Athletes.

· Confirm and schedule all medical volunteers.  Teams should work in pairs and overlapping coverage should be available when possible.  The larger the competition, the more medical coverage needed.  This is also contingent upon the sport.  Example: Bocce will need less coverage than basketball.

· Make sure that there is an adequate supply of First Reports of Accident/Incident.

During the Event

· Maintain stations at all venues;  will have to move personnel around if volunteers do not show.

· If possible, at coaches meeting, remind coaches to stay on top of medication schedules and to make sure athletes remain hydrated.

· Fill out Incident/Accident Form for injuries that require possible additional medical care.

· Though not a requirement, keep a log of minor injuries treated at each site;  a good reference tool.

After the Event

· Return all equipment.

· Write thank you notes.

· Make sure Special Olympics office has all First Report of Accident/Incident forms.

Equipment

· Incident/Accident Forms – Special Olympics Office

· Medical kits for all venues

· Master schedule of all volunteers with contact information

· Towels – if hot, wet towels and use to cool athletes

· Ice chests if hot; to use with towels

· Medical cots, tables and chairs for medical stations if needed

· Tent for shade if needed 

· Pens and Clipboards

· Signs – to identify medical area

· Radios or other communications equipment – need to be able to communicate with personnel at each site

Sample 

Medical Volunteer Schedule:  Athletics – UTA Maverick Stadium
 At least one ambulance for at all shifts    

Friday, May 23, 2014

7:00am – 12:00noon

1.



2.

3.

4.

5.

12:00noon – 5:00pm

1.

2.

3.

4.

5.

5:00pm – 10:00pm (Open Ceremonies)

1.

2.

3.

4.

5.

6.

7.

Saturday, May 24, 2014
7:00am – 12:00noon

1.

2.

3.

4.

5.

12:00noon – 5:00pm

1.

2.

3.

4.

5.

5:00pm – 10:00pm (Victory Dance)

1.

2.

3.

4.

5.

6.

7.

Security Committee 

Responsibilities

The Security Committee is responsible for the safety of all participants at the Games. The committee focuses on making all facilities and thoroughfares safe and secure, protecting all Games equipment against the possibility of being damaged or stolen.  In addition, the committee is responsible for monitoring and managing vehicular and pedestrian traffic.

Reporting  

Position reports to the Director of Participant Services.

Skill Level for Committee Membership 

Committee chair should be either law enforcement certified or have direct links to law enforcement agencies.  Torch Run officers can provide the necessary leadership. Day of Event volunteers who are given on-site training, can handle such security tasks as venue access control and pedestrian street crossing issues.  Other Day of Event volunteers will need to be law enforcement certified to handle the assigned responsibility.  Examples would be traffic control, and overnight security.

Essential Elements/Actions:

1. 
Establish and direct safe and efficient traffic patterns.

2. 
Designate parking areas for buses, volunteers, spectators, etc.

3. 
Manage venue access issues.

4. 
Work with medical committee when there is a medical emergency.

5. 
Secure all facilities and equipment from damage or theft.

6. 
Develop emergency plan with weather contingencies.

Committee Checklist
6 – 3 Months Prior to Games

· Secure a law enforcement official to sit on the committee who can network with law enforcement agencies and organizations – preferably participates in the Law Enforcement Torch Run.

· Begin developing plan for vehicular and pedestrian flow.

· Coordinate with Transportation Committee regarding parking requirements and designated parking areas.

· Coordinate with venue leads regarding overnight security needs.

· Identify with venue leads areas where access needs to be restricted.

· Find out tentative competition and special events schedule.

· Begin developing a draft schedule.

3 – 1 Months Prior to Games

· Coordinate with Medical Committee to determine emergency vehicle routes.

· Continue to recruit security volunteers.

· Request needed directional signage, barriers, and cones.

· Prepare written security instructions and emergency procedures for Coaches Handbook.

1 Month to Games

· Confirm all security volunteers.

· Set out directional signs for traffic flow and set barriers and cones.

· Confirm schedule – make sure there have not been any changes.

· Make sure security volunteers have a way to be identified as such.

During the Event

· Train volunteers as to restricted access areas and how to handle belligerent people.

· Brief volunteers as to crisis plan.

· Assist Medical Committee with any emergency medical situations.

After the Event

· Return all equipment.

· Write thank you notes.

· Make sure Special Olympics office is aware of incidents that occurred during the Games.

Equipment

· List of all emergency numbers and GOC committee contact information

· Master schedule of all volunteers with contact information

· Map with all emergency locations

· Flashlights

· Security vests

· Cones

· Signage

· Barriers

· Radios or other communications equipment – need to be able to communicate with personnel at each site

Sample Security Request Form

SPECIAL OLYMPICS SUMMER GAMESPRIVATE 

SECURITY REQUEST FORM

                                                                                                     Committee or Event

                                                                                                     Person Requesting

                                                                                                     Phone Number (cell phone)

	PRIVATE 
PLEASE DESCRIBE YOUR SECURITY NEEDS:


	NUMBER NEEDED
	DATE/PLACE NEEDED

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


RETURN TO:
March 19th meeting or send to (Person Responsible), FAX: (512) 835-7756

Due by March 19th
Transportation Committee 

Responsibilities

The Transportation Committee is responsible for providing Games participants with transportation between Games venues, including competition venues, housing, and special events.  The committee is also responsible for providing transportation for athletes requiring additional assistance.

Reporting  

Position reports to the Director of Participant Services.

Skill Level for Committee Membership 

Should have experience with mass transit coordination if possible

Essential Elements
1.  
Acquire Games transportation for shuttle bus system and drivers as well as accessible transportation for participants who need assistance.

2.  
Acquire committee golf carts if necessary.

3.  
Develop shuttle schedule for distribution to participants.

4.  
Develop safe and efficient traffic patterns and routes.

Committee Checklist
6 – 3 Months Prior to Games

· Send survey out to delegations/teams to determine if they will need additional transportation services – will determine the number of shuttle buses needed.

· Check with host site to see if shuttle buses can be provided free of charge.

· Check into other possible sources of transportation.

· Contact local golf cart rental company and negotiate rate (free) and reserve estimated number of carts.

· Find out tentative competition and special events schedule.

· Begin developing a draft schedule with shuttle stops and routes.

3 – 1 Months Prior to Games

· Coordinate with Security Committee regarding traffic flow.

· Determine designated parking areas for buses, volunteers, spectators, VIP, media.

· Provide transportation information to be included in the Coaches Handbook, which includes a map with shuttle stops and shuttle schedule.

· Confirm number of golf carts needed.

· Request shuttle stop signs and parking signs.

· Identify transportation hub for dealing with inquiries and issues during the Games.

· Determine how vehicles will be refueled.

1 Month to Games

· Confirm all transportation volunteers.

· Work with Security Committee to set out directional signs for traffic flow and set barriers and cones.

· Confirm schedule – make sure there have not been any changes.

During the Event

· Monitor shuttle pick ups and adjust as needed.

· Brief volunteers as to crisis plan.

· Train and assist transportation volunteers.

· Troubleshoot special requests as possible.

After the Event

· Return all equipment/vehicles.

· Write thank you notes.

Equipment


· List of all emergency numbers and GOC committee contact information

· Master schedule of all volunteers with contact information

· Extra maps and shuttle schedules

· Flashlights

· Security vests

· Signage

· Radios or other communications equipment – need to be able to communicate with personnel 
Sample Transportation Request Form

2014 SO SUMMER GAMES – DURHAM SCHOOL SERVICES

TRANSPORTATION REQUEST FORM

Please fill out the following form completely.  

Fax to SO office at (512) 835-7756 or mail to chapter office, 7715 Chevy Chase Dr., Suite 120, Austin, IX by May 1, 2014.
If you do not respond, you run the risk of not receiving proper transportation services.     

1. DELEGATION NAME AND DELEGATION CODE
__________________________________________________________

2. HEAD OF DELEGATION
Name: _______________________________________________  

Phone: _______________________________________________

 Email: _______________________________________________

3. DELEGATION COUNT (TOTAL # OF ATHLETES AND SUPPORT PEOPLE) 
__________________________________

4.
DO YOU PLAN TO USE TRANSPORTATION OFFERED AT THE GAMES?
_______ No, my delegation has its own transportation during the Games
_______ Yes, my delegation will be using Durham Transportation during the Games

5.
MY ESTIMATED NUMBER OF PASSENGERS FOR THE FOLLOWING SHUTTLES…
______ Shuttle from dorm/dining hall to venue and back 

______ Shuttle from venue to lunch and back to venue

______
Shuttle from dorm/dining hall to Opening Ceremonies 

______
Shuttle from dorm/dining hall to Victory Dance

6.
WHEELCHAIR ACCESSIBILITY(Important!)
There are ________ athletes and support personnel that will need wheelchair access

   
Type of Wheelchair(s):  Motorized (#) _______ 

Manual (#) ________



Sample Transportation Information

Safe, On-Time, and Ready to Learn!
www.durhamtrans.com

Special Olympics – Transportation


Hotel Shuttles

All hotel shuttles will operate between 6:30am and 5:30pm Friday and Saturday. On Sunday operating hours will be between 6:30 am and 3:00pm.



Rt# 1
Ameri Suites – R&K All Stars (55)





25th – 7am pick-up & 9:00pm departure





26th – 7am pick-up & 9:30pm departure





27th – 7am pick-up & 2:30pm departure



Rt# 2
LaQuinta – Lufkin Panthers (13)





No Transportation needed



Rt# 3
Lexington Hotel Suites – Lubbock ISD (27)

25th – 7:15am pick-up & 4:00pm departure





26th – 7:15am pick-up & 4:30pm departure





27th – 7:15am pick-up


Rt# 4
Ramada Inn – Dallas Public School (75), Clarksville Tigers (26), Houston ISD 59),                                                          




Scarborough HS (30)





Shuttle run every two hours – 7am, 9am, 11am, 1pm, 3pm and 5pm


Rt# 5 
Best Western Great (Needville ISD (7) & Greater ElPaso Area-19 (45))





Pick-up times – 7:00am & 12 noon





Departure times – 12:45pm & 5:00pm

Off-Site Venues

Basketball:
Rt# 6
James Martin High School - Greater ElPaso Area (26), Lubbock ISD (27), Dallas Public Schools (75), Scarborough HS (30), TBA
Gymnastics:
Rt# 7
Spiral’s Gymnastics – Greater ElPaso Area (4), Lubbock (27)

Shuttle Bus will leave stadium at 8:30am on Friday the 25th and a return  trip from Spiral’s at approximately  12 noon.

UTA Campus Shuttle:  2-4 Buses



Rt# 8
Shuttle service will run between 6:30am and 7pm.   

Opening Ceremonies & Victory Dance


Friday pick-up time @ 6:30pm / Return time @ 9:00pm


Saturday pick-up time @6:30pm / Return time @ 9:30pm



LaQuinta- Bryan ISD (8), Brenham State School (9), Lufkin Panthers (13)



Best Western Great – Needville ISD (7) Saturday only



Ameri-Suites – R&K All Stars (55) return only 6pm pick-up


Ramada Inn – Dallas Public Schools (75), Scarborough HS (30), Clarksville Tigers 26

Delegation Housing Committee 

Responsibility  

Responsible for managing all details related to housing of athletes, coaches and other delegation members. May also handle housing for key volunteers and staff.  The committee must secure a sufficient number of rooms, beds, linens, blankets, and pillows.  If dorms are used, must ensure that the facilities are appropriately staffed around the clock during the event.  They may also work with local hotels to secure reduced rates for event housing.

Reporting  

Position reports to the Director of Participant Services.

Skill Level for Committee Membership 

When possible, have the University housing personnel or hotel representative sit on the committee. Day of Event welcoming volunteers and check in assistance can come from the university student body or be community/ corporate volunteers who will be trained on-site. 

Essential Elements
1.   Secure housing for all delegations, key volunteers, and staff.

2.   Determine volunteers needed to assist with move in and move out.

3.   Establish move in and move out procedures.

Committee Checklist
6 – 3 Months Prior to Games

· Coordinate with Special Olympics office regarding forms to be utilized by delegations to be housed.

· Tentatively determine the number of staff and volunteers to be housed.

· Secure enough housing to handle numbers – use tentative information based on past event.

· Determine gender specific policies with Special Olympics office as it relates to how the delegations are housed.

· Determine number of volunteers needed to facilitate check in and check out.

· Identify accessible housing - numbers needed to be determined when housing requests are received.

· If local hotels are going to be utilized, work with hotel sales offices to negotiate rate and secure a contract locking in the rate;  Special Olympics staff should review and sign the contract.

3 – 1 Months Prior to Games

· Using housing requests confirm number of beds needed.

· Develop housing check in and check out process.

· Begin securing needed volunteers.

· Request needed signage and equipment/supplies.

· Troubleshoot where coaches may be able to store medication if keeping them cool is necessary.

1 Month to Games

· Block rooms for delegations based on gender specific housing policy – have Head of Delegation determine who gets which rooms.

· Determine if there is enough accessible housing.

· Create master housing list.

· Provide housing information for Coaches Handbook including check in and check out procedures, and emergency numbers, what will be provided and not provided by housing (linens, towels, etc).

· Make welcome signs if possible.

· Spot check rooms to make sure they are ready .

· Provide housing lists to committee when requested.

During the Event

· Help participants check in and get settled in their rooms.

· Make sure there is one person on duty at all times to handle issues and requests.

· Post schedules when available.

After the Event

· Return all equipment/vehicles.

· Write thank you notes.

Equipment


· List of all emergency numbers and GOC committee contact information

· Master schedule of all volunteers with contact information

· Extra maps and shuttle schedules

· Extra supplies on hand such as toilet paper, soap, cleaning supplies

· Extra master housing lists

· Directional signage if necessary 

Food Services Committee 

Responsibility  

Responsible for managing all details related to providing food, beverages, and refreshments to delegations, volunteers and staff during Games. This means securing and managing the equipment, supplies, and volunteers for all food-related services. This will also work with concessions in order to provide food to the general public. 

Reporting  

Position reports to the Director of Participant Services.

Skill Level for Committee Membership 

Individual has experience in estimating food requirements for large numbers of people; good organizational skills and patience.   

Essential Elements
1.  
Plan food service at both housing and competition venues.

2.  
Secure needed volunteers.

3. 
 Secure enough food for all delegations, key volunteers, and staff.

4. 
 Work with food services regarding box lunch requirements if necessary .

Committee Checklist
6 – 3 Months Prior to Games

· Work up preliminary food needs determined by looking at number to be fed, and number of meals needed during the event.

· Work with individuals responsible for procuring in-kind donations to secure enough food from restaurant or vendor.

· Begin recruiting volunteers to assist with food management: preparation, grilling, serving, clean up, etc.

3 – 1 Months Prior to Games

· Determine menu based on in-kind gifts and budget.

· Begin to work on meal services schedule based on competition schedule.

· Determine where and how meals will be served.

· Lock in final concession stand availability.

· Provide information for the Coaches Handbook, including meal schedule, menu, location and any other specifics such as whether a meal ticket is required.

· Request needed signage and equipment.

1 Month to Games

· Lock in all needed volunteers.

· Prepare meal tickets if being utilized.

· Prepare instruction as to how volunteers can get meals.

· Coordinate plan for delivery of meals to venues when needed.

During the Event

· Keep meals moving on schedule.

· Deliver meals to venues when needed.

· Keep meal area clean and trash emptied.

After the Event

· Return all equipment.

· Write thank you notes.

Equipment
· Ice chests

· Trash containers and extra liners

· Paper products – cups, napkins, plates, cutlery

· Table

· Chairs

· Table coverings

· Tent if needed

· Food preparation utensils

· Food servicing utensils  

· Foil

· Brown sacks if delivering meals

· Drinks – water, soda, lemonade…

· Condiments if needed

Sample Meal Order Form

2014 Special Olympics Texas - Aramark
BOXED MEAL ORDER FORM – Friday Dinner

Mail:

Attn: Gary Dinsmore


Aramark, UTA



300 W. First Street



P.O. Box 19349 UTA Station



Arlington, TX 76019-0349


Phone:
817/ 272-2919
Fax: 817/ 272-3749
Friday Dinner - ORDER FORM FOR PICK-UP ORDERS ONLY

Contact Information:

· NAME/PHONE NUMBER: ______________________________________

· DELEGATION NAME: ________________________________

· DELEGATION CODE: _________________________________

· AMOUNT OF LUNCHES NEEDED: ______________________

Teams must supply ice chests for pick-up or lunches will not be released.


FOR USE UPON PICK-UP
Lunches picked-up by:                                                            Date:  ___________________                                                                                    (Please Print)

Food Service Personnel Initials:  _____________                                             

Sample 

Food List

	
	Serving
	 
	 
	 
	Serving
	 

	Food Product
	Size
	Quantity
	 
	Food Product
	Size
	Quantity

	 
	 
	 
	 
	 
	 
	 

	Fri. May 24, 2001
	 
	 
	 
	Sat. May 25, 2001
	 
	 

	Hamburger Patties
	 
	750 
	 
	Beef. Brisket
	Lbs
	250 

	Hamburger Buns
	 
	750 
	 
	Bread
	Slices
	1000 

	Hot Dogs
	 
	400 
	 
	Potato Salad, Prepared
	Boxes
	3 

	Hot Dog Buns
	 
	400 
	 
	Chips, Individual
	Bags
	500 

	Chips, Individual  
	Bags
	950 
	 
	Sweet Onions, Chopped
	Lbs
	6 

	Chili w/o Beans  
	96 oz
	8 
	 
	Paper Towels
	Rolls
	30 

	Baked Beans
	96 oz
	24 
	 
	Aluminum Foil, Heavy
	Boxes
	3 

	Cheese Slices
	Individ.
	1000 
	 
	Cookies/Snack Bars
	Individ.
	1000 

	Mustard
	Gallon
	1 
	 
	Tea
	Individ.
	1000 

	Sweet Relish
	Gallon
	1 
	 
	Dixie Picnic Packs
	Individ
	1000 

	Ketchup
	Gallon
	1 
	 
	Plates, 3-section
	10"
	1000 

	Miracle Whip
	Gallon
	1 
	 
	Napkins
	Individ.
	1000 

	Dill Pickles
	Gallon
	3 
	 
	 
	 
	 

	Sweet Onions, Chopped
	Lbs
	60 
	 
	 
	 
	 

	Lettuce, Shredded
	Heads
	20 
	 
	 
	 
	 

	Tomatoes, Sliced
	Trays
	6 
	 
	 Torch Run Staging
	 
	 

	Cookies Snack Bars
	Individ.
	1000 
	 
	Granola Bars
	Svgs
	500 

	Tea
	Individ.
	1500 
	 
	Fresh Fruit
	Svgs
	500 

	Red Cups
	16 oz
	750 
	 
	Juice Boxes
	Svgs
	500 

	Dixie Picnic Packs
	Individ.
	1000 
	 
	
	
	

	Plates, 3-section
	10"
	1000 
	 
	
	
	

	Napkins
	Individ.
	1000 
	 
	
	
	

	Paper Towels
	Rolls
	30 
	 
	Registration/Info Tents
	 
	 

	Aluminum Foil, Heavy
	Boxes
	3 
	 
	Cheese/Crackers
	Svgs
	1500 

	 
	 
	 
	 
	Granola Bars
	Svgs
	1500 

	 
	 
	 
	 
	Other Snacks
	Svgs
	500 

	Sun. May 26, 2001
	 
	 
	 
	
	
	

	 
	 
	 
	 
	
	
	

	Beef/Chicken Fajitas
	Svgs.
	150 
	 
	 
	 
	 

	Flour Tortillas
	Svgs.
	600 
	 
	Volunteer Check-In
	 
	 

	Corn on the Cob
	Svgs.
	425 
	 
	 
	 
	 

	Chips
	Svgs.
	300 
	 
	Granola Bars
	Individ
	2000 

	Cookies/Snack Bars
	Svgs.
	500 
	 
	NutriGrain Bars
	Individ
	1000 

	Tea w/Sugar & Lemon
	Svgs.
	500 
	 
	Breakfast Danish
	Svgs.
	2000 

	Paper Towels
	Rolls
	10 
	 
	Cheese/Crackers
	Svgs.
	2000 

	Plates, 3-section
	10"
	500 
	 
	Chips, Bags
	Individ
	2000 

	Red Cups
	16 oz.
	500 
	 
	Fruit, Fresh
	Individ
	1500 

	Picnic Packs
	Individ.
	500 
	 
	Cookies/Snack Bars
	Svgs.
	2000 


Venue Development

Venue Development is very important to the overall success of the event.  A venue has to function with many things operating at the same time.  When creating a venue, the Venue Director must be prepared to consider the flow of participants, spectators, volunteers, paper, and equipment while maintaining a safe environment.   All Games Management Team Members will be involved in some type of venue development. 

Checklist

Prior to the Games

· Specific Venue Director (sport or non sport) should do a walk through of the site and create a map of all aspects of the event.
· The map and flow should be reviewed by all on the Games Management Team to include but not limited to the following chairpersons: volunteer, equipment, signage, transportation, VIP/media, food services, medical and security.
· A process to protect the flow of all aspects of the venue should be discussed.  For example, certain credentials allow a person access; what security will be needed to secure the venue, etc.
· A walk through with all affected committee members should be done to ensure all was addressed.
During the Games:

· Make sure all volunteers, coaches and participants are aware of process.

· Distribute maps of venue.

· Secure venue and implement venue flow process; discuss and be prepared to make changes if something does not work and communicate those changes to everyone. 

Non-Participant Services

Equipment Committee 

Responsibility

Responsible for managing equipment acquisition, inventory and return for all aspects of Games needs.  

Reporting

Position reports to the Director of Non-Participant Services.

Skill Level for Committee Membership  

Individual would be best suited to have experience with equipment acquisition, warehouse management, and should have good organizational skills.  They should be able to lift heavy objects of 25+ pounds.

Essential Elements/Actions

1.   
Manage equipment requests prior to Games and acquire all needed equipment.

2. Handle Games last minute needs and troubleshoot issues that arise during Games.

3. Return all equipment post Games.

Committee Checklist

6 – 3 Months Prior to Games

· Send out equipment requests to all committee personnel who would have needs – everything should go on the request that will need to be procured one way or the other.  Make sure that the committee member checks with the venue to make sure that what they are requesting is not already at the venue.

· If tents, tables and chairs are needed, bid out needs in order to get the very best price.  

· Work with Special Olympics office regarding budget/ what can be procured in-kind vs. needing to pay.

· Contact any other vendors and get bids: portable toilets, dumpsters, ice, etc., are needed.

3 – 1 Months Prior to Games

· Inventory equipment at Special Olympics office that will be used for the Games.

· Make sure there is somewhere to store equipment that is being requested.

· Begin procurement process.

· Stay in contact with venue leads as challenges develop.

· Plan for accessibility issues where ramps may need to be provided.

· Draw diagram with tent layout: port-o-potty location, dumpster drop, etc.

· Select centralized equipment distribution location during the Games.

1 Month Prior to Games

· Put venue boxes together for all requests.

· Reconfirm all deliveries with contact information.

· Coordinate all equipment drops – have equipment brought to centralized location for distribution or coordinate to have it dropped at the venue.

During the Event

· Troubleshoot the last minute needs and “I wish I had’s”.

· Inventory equipment as venues are finished.
· Confirm all return schedules.
· Circulate to refill water jugs, fill chests with bottled water or sports drinks.
After the Event

· Return all equipment.

· Write thank you notes.

Equipment (determined by equipment requested)
Sample of what may be requested are:

· Ice chests

· Trash containers and extra liners

· Paper products – cups, napkins, plates, cutlery, toilet paper

· Table

· Chairs

· Tents

· Extension cords

· Surge protectors

· Rope

· Zip ties

· Duct Tape – rolls and rolls

· Hammers

· Batteries

Sample Equipment Request Form

SPECIAL OLYMPICS SUMMER GAMES

PRIVATE 
EQUIPMENT REQUEST FORM

Basketball Awards Venue                                                          
Committee or Event

Bill  & Evelyn Merrill                                                                     
Person Requesting

210-658-3287 home,  210-652-4250 work                                   
Phone Number

bill.merrill@randolph.af.mil   
E-Mail
	PRIVATE 
DESCRIPTION OF ITEM
	NUMBER NEEEDED
	DATE/PLACE NEEDED

	40’ x 80’ Tent
	1 ea.
	Track Awards Venue

	Awards Stands
	3 sets
	Track Awards Venue

	Awards holders (for medals & ribbons)
	1 ea.
	Track Awards Venue

	Awards storage & setup box
	1 ea.
	Track Awards Venue

	Tables
	3 ea.
	Track Awards Venue

	Chairs
	88 ea.
	Track Awards Venue

	Water jugs
	2 ea.
	Track Awards Venue

	Water cups
	As required
	Track Awards Venue

	Stanchions
	25
	Track Awards Venue

	Rope flags
	400 ft
	Track Awards Venue

	P/A system
	1 ea.
	Track Awards Venue

	Note pads – 8.5 x 11
	3
	Track Awards Venue

	Duct tape – white
	1
	Track Awards Venue

	Extension cords
	100 ft
	Track Awards Venue

	Pens

	12
	Track Awards Venue

	Clipboards
	4
	Track Awards Venue

	3-ring binder – 3”
	2
	Track Awards Venue


Signage Committee 

Responsibilities

Responsible for coordinating the sign and banner needs for all Games committees, for ordering and then preparing all signs and banners for placement at the venues.  It is the signage Committee’s job to set directional signage out, but the venue coordinator is responsible for sign and banner placement within the venue. 

Reporting  

Position reports to the Director of Non-Participant Services.

Skill Level for Committee Membership 

Volunteers should have the ability to help hang, repair, and take down all signage.  In addition, they should have the ability to keep inventory.

Essential Elements/Actions
1. 
Secure the necessary supplies, equipment and facilities to organize and manage signage.

2.  
Inventory signage in Special Olympics office storage.

3.  
Coordinate signage requests from all Games committees.

4.  
After comparing inventory to signage needs, based on budget, coordinate bids to local signage companies.

5.  
Make sure each committee requesting signage receives their request and equipment needed to put up the signage.

6.  
Set out directional signage to sports venues, registration, coaches meetings, etc., any place that a Games participant, volunteer or spectator may be driving; if signs are to be placed on public roads, make sure the proper authorities have been notified and permission/permits given.

7.   
If sponsor logos are to be used on the signage, make sure with venues that there is no conflict with their existing sponsors.

Committee Checklist
6 – 3 Months Prior to Games

· Inventory signs at the Special Olympics office.

· Send out signage request to all Games committees with a clear deadline for them to be returned.

· Compare inventory with requests; determine based on budget, what should be ordered and what can be made via another means – class makes them, computer, etc.

· Send out bid to local signage companies; compare bids; select signage company for the Games.

· Begin to recruit signage volunteers.

3 – 1 Months Prior to Games

· Determine a centralized location to use as a coordination, sorting and distribution center; make sure that the location can be locked and know who or how it will be unlocked when needed.

· Coordinate method of transportation of signs from the Special Olympics office to signage distribution center.

· Determine location of all directional signage leading to venues; utilize a map and mark locations so that they are clear for a volunteer who will later be responsible for  placement.

· Make sure all needed permits have been acquired from local authorities.

1 Month to Games

· Meet with signage volunteers to coordinate duties and schedule.

· Place order with signage company and coordinate delivery or pick up signs from the company.  Order additional arrows that can be taped/Velcro/stapled to the signs.  This should only be a few days prior to so that storage is not an issue.

· Transport signs from Special Olympics office.

· Once signs have arrived from both locations to the sorting/distribution center, sort signs utilizing committee signage requests, noting any signs/banners that are not available.

· Determine whether venue leads will pick up signs from distribution center or if signs will be delivered to the venue by signage volunteers.

· At least one day before Games begin, put out directional signs.

· Put signage equipment boxes together for each committee who requested signs.

· Deliver or coordinate pick up of signs/banners from distribution center.

During the Event

· Check to make sure directional signs on the roadways are still up and visible.
· Troubleshoot any additional signage needs based on feedback from venues.
· Inventory signs as they are picked up or returned to the distribution center.
· Make repairs to signs/banners when necessary.
After the Event

· Complete inventory of signs/banners.

· Return all signs to the Special Olympics office.

· Write thank you notes.

Equipment

· Zip ties – Can get in the electrical section of Home Depot or Lowes

· String/rope

· Scissors

· Box Cutters

· Poster board

· Large Markers

· Stakes

· ½” Roofing nails

· Hammers

· Rolls of Duct Tape

· Velcro

· Wire cutters – cut the zip ties easily

Sample Banner Request Form

SPECIAL OLYMPICS TEXAS 2014 SUMMER GAMESPRIVATE 

BANNER/SIGN REQUEST FORM
                                                                                            Committee or Event

                                                                                            Person Requesting

                                                                                            Phone Number (cell preferred)

	PRIVATE 
BANNER


	SIGN


	WORDING ON SIGN OR BANNER
	SIZE
	NUMBER NEEDED

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


RETURN TO: Sue Galkantas at March 19th meeting 

Sample

SPECIAL OLYMPICS TEXAS 2014 SUMMER GAMESPRIVATE 

BANNER/SIGN REQUEST FORM

Basketball Awards Venue                                                                      Committee or Event
Bill  & Evelyn Merrill                                                                                Person Requesting

210-658-3287 home,  210-652-4250 work                 bill.merrill@randolph.af.mil  E-Mail
	PRIVATE 
BANNER

_
	SIGN

_
	WORDING ON SIGN OR BANNER
	SIZE
	NUMBER NEEDED

	x
	
	Special Olympics Texas

Awards
	36” x 60”
	1 ea.

	
	x
	Welcome 

Awards

 Area
	24” x 24”
	2 ea.

	
	x
	Athletics Only
	24” x 24”
	2 ea.

	
	x
	Awards     [image: image1.wmf]
	24” x 24”
	2 ea.

	
	x
	Awards  [image: image2.wmf] 
	24” x 24”
	2 ea.

	
	x
	Awards   [image: image3.wmf] 
	24” x 24”
	2 ea.

	
	
	
	
	

	
	x
	Awards Exit
	24” x 24”
	1 ea.

	
	x
	Awards Entrance
	24” x 24”
	1 ea.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Communication Committee 

Responsibilities

Responsible for procuring, setting up and servicing all communications equipment needed for the Games committees. Equipment may range from telephones, cell phones, radios, and hard lines for telephone service. The communications committee must maintain and repair all communication equipment.  

Reporting  

Position reports to the Director of Non-Participant Services.

Skill Level for Committee Membership 

Volunteers should have experience with handling communications equipment, especially radios with multiple channel and frequencies.  Radio club members (React, Ham Radio) are good groups to recruit volunteers.

Essential Elements/Actions
1. 
Secure the necessary supplies and equipment to manage Games communications needed.

2.  
Coordinate signage requests from all Games committees.

3.  
After compiling needs, based on budget, coordinate in-kind requests for needed cell phones and radio requirements (development staff generally have connections to cell phone company contacts). Coordinate with the Special Olympics office.

4.   
Coordinate with local provider for needed hard lines.  If not in-kind, make decisions for needed lines based on budget.

5.  
Assign cell phone numbers and radio frequencies as requested.

6.  
Determine location for communications equipment delivery and distribution (site should be centralized if overnight charging is necessary).  Location needs to have as many electrical outlets as possible

Committee Checklist
6 – 3 Months Prior to Games

· Send out communications request to all Games committees with clear deadline for them to be returned.

· Meet with local authorities to determine if there are any frequencies that can not be used.

· Begin to recruit communication volunteers.  Contact local Ham Radio clubs, police department, local telephone company for volunteers.

· Begin to develop communications plan that covers crisis communications, how to handle requests for equipment, medical, water, and general information.

3 – 1 Months Prior to Games

· Compare communications requests to what has been procured. Contact committee leads as needed to make changes.  Priority for communications equipment goes to medical, transportation, equipment and water brigade.  Work with Special Olympics staff to make adjustments.

· If a repeater is necessary, determine with appropriate venue as to where repeater will be located.

· Provide communications information for the coaches’ handbook.  Numbers for medical, information, frequencies that are off limits for team radios.

· Continue to recruit additional communications volunteers

1 Month to Games

· Prepare a list of phone numbers for all Games committee members and key venue personnel.  Check with each of them to determine whether they are willing to use their own cell phones.

· Prepare a list of radio frequencies and which Games areas are associated with which.

· Provide written instructions for Games personnel related to communication protocol, check out and check in of equipment, charging, and lost or stolen equipment.

· Coordinate delivery of all in-kind equipment – note return instructions for equipment.

· Put up repeater if required.

· Charge and check all equipment.

During the Event

· Service and repair all equipment.
· Keep equipment charged and extra batteries charged.
· Sign in and sign out equipment as needed.
After the Event

· Clean all equipment and return to original packaging if possible.

· Return all borrowed equipment.

· Take down repeater.

· Send thank you notes.

Equipment

· Cell phones, telephones and radios with multiple channels if possible

· Extra batteries and chargers for cell phones and radios

· Extension cords, surge protectors

· Sign-in/Sign-out sheet

Sample Radio Etiquette

SPECIAL OLYMPICS TEXAS SUMMER GAMES 2014

RADIO USAGE GUIDELINES

*** READ THIS INFORMATION PRIOR TO SIGNING OUT ANY RADIO(S) ***

1. Use extreme care with the radio that you are assigned.  The system we are using is rented.  There is insurance to cover accidents.  However, negligence is another matter.

a. DO NOT handle or carry the radio by the antenna.  
b. DO NOT use the radio as a hammer or striking tool.  (Self-defense is a different matter)
2. Should a radio get very wet or fall in water, immediately turn radio off and remove battery.
3. DO NOT leave radios unattended or unsecured at any time for any reason.

4. Keep radio traffic to a minimum (short, sweet and to the point).  Remember that others on your channel may need to use the radio.

a. Think about what you want to say before keying the radio.

b. Try to allow a brief break between transmissions to allow someone that may               have priority traffic to jump in.

5. DO NOT use obscene language on the radio.  Keep in mind that others may be listening to what is going on.  This is SPECIAL OLYMPICS; therefore it should not be tolerated for any reason.  Remember that you should always act professional.  Not only for the athletes, but for the families, spectators and media representatives.  Also Special Olympics tends to bring out special guests, such as dignitaries, current donors and potential donors, and how you act can reflect badly upon the entire organization.  By the way, it is also a violation of Federal Communications Commission regulations.

6. If you have an urgent or emergency message, indicate it when calling your party. Example: “David with Communications to Command, Emergency Traffic”, keep in mind however that urgent or emergency traffic should actually be of an urgent or emergency nature.

a. Emergency Traffic Examples:
i. Medical emergencies involving athletes, coaches, staff, family or spectators that will require immediate action by Medical.

ii. Athletes with severe mental disabilities that may potentially endanger themselves or others, that are lost.

iii. Situations at venues that may pose an immediate danger to persons.

b. Priority or Urgent Traffic Examples:
i. Medical situations needing a timely, but not immediate action by Medical. 

7. If you are attempting to contact someone, especially Command, Security or Medical, and you do not have urgent or emergency traffic, and you are instructed to “stand-by”, please STAND BY.  You may not be aware of what they have going on at the time.

8. DO NOT use 10-codes or other radio codes (especially security & medical) for any reason (unless you know for certain that you are only dealing with persons from your own agency or agencies that use your same codes).  Radio codes and 10-codes can differ from community to community and even between agencies in a single community.  10-4 may be the only exception as it is almost universally understood (for Yes / affirmative, I copy, or acknowledging).  However, it would be better to utilize “clear text” or plain language.  

9. Report loss of or damage to any radio as soon as possible to Communications.
Sample Radio Check-Out Form

BULK RADIO CHECK OUT

RELEASE FORM
	Name
	Venue
	Radio #
	Check Out Date
	Check Out Time
	Return Date
	Return Time

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


I understand that by signing on the line below that I am taking responsibility for the care and return of all of the radios that I am checking out regardless of who I give them to throughout the day.



Signature






Date

Communications Official Use Only – Initial as Witness 

Checked Out:

Checked In:

Comments:

Sample Channel Assignments Form

Special Olympics Texas Summer Games 2014

Radio Channel Assignments

01.  Command / Staff

02.  Equipment

03.  Medical / Security / Torch Run

04.  Water Brigade

05.  Information

06.  Announcers

07.  Volunteers

08.  Volunteer Meals

09.  Awards

10.  Track / Yellow

11.  Track / Green  

12.  Field

13.  Tennis 

14.  Basketball

15.  Soccer

16.  Command / Staff (T/A)

Sample Communication Request Form

SPECIAL OLYMPICS TEXAS 2014 SUMMER GAMESPRIVATE 

COMMUNICATION REQUEST FORM
                                                                                      Committee or Event
                                                                                      Person Requesting

                                                                                     Phone Number (cell phone preferred)

	PRIVATE 
COMMUNICATION EQUIPMENT NEEDED                               (cell phones & radios)
	QUANTITY
	DATE NEEDED

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


RETURN TO:   Bring to March 19th meeting or fax to Sue Galkantas:  512/835-7756  

Facilities Selection Committee 

Responsibilities

Responsible for locating and securing use of all facilities needed for the Games.  Volunteers will work in conjunction with Special Olympics staff in order to identify and select the best possible facilities for the event.  The volunteer taking the lead will vary depending upon whether the event is taking place on a university campus, utilizing community parks and recreation facilities or utilizing a convention and visitors bureau contacts, as examples.  The sports or competition directors as well as special events leads should also be involved when selecting appropriate facilities.

Reporting  

Position reports to the Director of Non-Participant Services.

Skill Level for Committee Membership 

Volunteers should have a tie with local facilities and be able to arrange walk through.  Parks and Recreations, University or Colleges, Convention and Visitors Bureaus, or local Sports Authorities should be utilized to identify the best facilities.  The sport or competition director, as well as special events leads should also be involved.

Essential Elements/Actions
1. 
Put together a list of the possible sports facilities available for each sport offered at the Games.

2.  
Arrange and participate in walk through of each facility.

3.  
Provide facilities needs to facility coordinator prior to the walk through so that an issues can be identified.

4.  
As instructed by staff, assist with negotiations expenses related to the use of the facility (Refer to the event budget).

5.  
Make sure that selected facilities are blocked during the time needed (including set up and take down) and secure a contract or letter of agreement from the facility detailing hours facility is available, equipment facility is providing, any cost associated with usage, and a list of do’s and don’ts. 

6.   
Based on the contract, staff may need to secure a certificate of insurance for the facility listing them as additionally insured.

Committee Checklist
6 – 3 Months Prior to Games

· Put together a list of all possible venues for each sport and check to see the facilities are available during period needed.

· Coordinate a venue walk through of the facility with appropriate volunteers and staff.  Review facility set up needs in the Sports Management Team Guides.

· If possible, secure a facility diagram for the walk through.

· Take notes of the pros and cons of each facility for further review.

· Select the best possible facilities for the Games and secure a contract. Contracts should have: times of opening and closing, list of equipment to be used by Special Olympics and any costs associated, cost of any additional facility personnel (janitorial service as an example), rental cost of the facility (if any), list of facility does and don’ts, deposit information (if any), rain contingency (if needed). Note if the facility wants to be listed as additionally insured.

· Fax contract to American Specialty for review.

· Fax request for certificate of insurance - if needed.

3 – 1 Months Prior to Games

· Make sure that athlete flow areas are accessible and have ramps built or area reconfigured if needed.

· Review the “Facility Has” list and troubleshoot any requirements that might be lacking.

1 Month to Games

· Coordinate the exact times that the doors of the facility will need to be opened and closed daily. 

· Identify the person who has the keys to the facility and make sure to get their contact information as well as the contact information for the facilities manager.

·  Check with the facilities coordinator regarding usage of their dumpster – there are times when the trash out paces the facilities ability to manage it.  

During the Event

· Work with facilities contact to handle last minute requests and troubleshoot issues that arise as the competition gets into full swing.  Remember that everything looks good on paper, and having a good plan will alleviate a lot of issues, but there will always be a plan that needs to be modified.

After the Event

· Make sure that all equipment that was borrowed from the facility is returned.

· Make sure the facility is cleaned and left in good condition.

· Make sure that the facility invoices the Special Olympics office in a timely manner.

· Write thank you notes.

Make sure that the facility:

· Is handicap accessible
· Has electrical outlets where needed
· Has a water source if needed
· Has an internet connection if needed
· Has telephone lines available if needed
· Has fax lines available if needed – if phones operate with multiple lines, may have to get a dedicated line installed for the fax
· Has enough floor space to handle staging
· Has enough room for spectators/family members/teams waiting/staging/warm up/awards
· Has  sports specific requirements, make sure the facility has good flow for athletes, spectators and paperwork 
· Has a working public address system
· Has restrooms that are accessible and that there are enough to handle the number of people utilizing the facility.  May need to supplement with portable toilets.
· Has janitorial services available and is either in-kind or part of the budget, make sure that they are on call or readily available
Ceremonies/Special Events

Opening Ceremonies Committee 

Responsibilities

Every Special Olympics sports event should begin with the pageantry and tradition of Opening Ceremonies.  The goal of an Opening Ceremonies is to highlight the athletes, publicly thank the sponsors, supporters and volunteers, and increase the spectators’ awareness of the Special Olympics movement and philosophy, and the Opening Ceremonies are conducted in an atmosphere of both formality and celebration. 

Reporting   

The chair of the Opening Ceremonies Committee reports to the Ceremonies Director.

Essential Elements of Opening Ceremonies

The Opening Ceremonies should highlight the athletes. They should be kept brief, with short speeches and a brief entertainment program.  Every Opening Ceremonies must include the following elements: 

1. Parade of athletes

2. Entrance and raising of the Special Olympics flag

3. Entrance of the Flame of Hope and the lighting of the cauldron with the flame

4. The Special Olympics Oath for athletes, coaches and officials

5. The Official Declaration of the Games Being Open

Opening Ceremonies Venue

The venue should be handicapped accessible, have adequate spectator seating, a reviewing area for dignitaries and special guests, with special areas designated for media and families.  Adequate sound system, areas for raising flags and installation of a cauldron are essential. After delegations march in, there should be seating for all athletes and coaches.  The athletes must be able to hear and see any entertainment and speakers. There should be a first aid area and toilet facilities, clearly indicated, and water available.

Suggested sequence for Opening Ceremonies:

1. Participants assemble for the parade prior to ceremonies under the direction of parade organizers and delegation escorts. Staging (assembly and line-up of the participants) should be organized so that athletes are not kept waiting in an uncomfortable situation for a long period of time. Water and toilet facilities should be available.

2. Master of Ceremonies announces the Parade of Athletes.

3. Announcer introduces each delegation and parade guests as they pass the reviewing area; delegations proceed to designated seating area.

4. Flame of Hope is run into the stadium, often as the final segment of a Torch Run. The flame may be relayed around the stadium by athletes from several delegations, ending at the cauldron. The cauldron is usually lit by an athlete from the host Special Olympics Program. 

5. Invocation / prayer may be read as an option, depending on cultural appropriateness.

6. Brief welcoming speeches are made. Speakers should be determined by protocol.

7. Special Olympics flag is carried in, often by a group of athletes from several delegations, and raised.

8. Games are declared officially opened.

9. Special Olympics oath(s) recited (athlete, coach , official)   For texts, refer to checklist below

10. Athlete-focused entertainment program

Committee Checklist

· Reserve venue and obtain schematics of venue and design the layout for Opening Ceremonies 

· Establish a timeline for setting up venue and clean-up following conclusion of ceremonies

· Plan the time schedule and flow of Opening Ceremonies (arrival and staging of all participants to departures following conclusion of ceremonies and coordinate with Transportation Committee)

· Ensure that an adequate public address system, including music system, is in place

· Secure a torch, cauldron and fire extinguisher. Ensure that all are safe and in working order

· Secure a Special Olympics flag and other appropriate flags

· Secure music for the Parade of Athletes (live or recorded)

· Prepare specific instructions in writing for all speakers and participants; this should include: 

· Text of Special Olympics Athletes’ Oath:  "Let me win, but if I cannot win, let me be brave in the attempt.”

· Text of Special Olympics Coaches’ Oath: “In the name of all coaches, we shall follow written and verbal instructions of Special Olympics officials at all times, have our athletes at the appropriate events and activities at the proper time, and abide by all the Special Olympics Official Rules and Policies, in the spirit of sportsmanship.”

· Text of Special Olympics Officials Oath: “In the name of all judges and officials, I promise that we shall officiate in these Special Olympics Games/Competitions with complete impartiality, respecting and abiding by the rules which govern them, in the spirit of sportsmanship.”

· Text of declaration of the opening of the Games may be drafted by the committee, ensuring that the phrase “I declare (name of Games) open!” is included.

· Establish line-up: Delegations should march in alphabetical order, with the delegation of the host Special Olympics Program marching in last.

· A sign with the name of each delegation should be prepared and carried in the front of the delegation.  Note:  In the case of a local or regional Games, signs may be the name of a school or center (Vosny Rehabilitation Center); in the case of a National or US state Games, signs may be the name of the  Special Olympics sub-Program (Special Olympics Munster, Special Olympics Rockland County - Area #5); in the case of multi-Program Games, signs may be the name of the Accredited Program (Special Olympics Malaysia, Special Olympics Arizona). 

· IN ACCORDANCE WITH SPECIAL OLYMPICS GENERAL RULES, flags of nations, provinces, counties, states or cities are not permitted during any part of Opening Ceremonies. Delegation members are not permitted to carry such flags. 

· Invite and confirm a Master of Ceremonies (Coordinate with Media/Public Relations Committee).

· Select and train an athlete to carry the torch and light the cauldron; Additional athletes may be trained to participate in a torch relay (Coordinate with Registration Committee).

· Assign an escort to each delegation (Coordinate with Volunteer Committee).

· Assign a VIP / guest to march in with each delegation (Coordinate with VIP Committee).

· Identify a sports celebrity and a Special Olympics athlete to lead in saying the Athletes’ Oath. (Coordinate with VIP and Registration Committees).

· Invite a coach to recite the Coaches’ Oath and an official to recite the Officials’ Oath. 

· Invite and confirm special guests (Coordinate with VIP and Sponsor Committees).

· Establish seating needed for special guests (Coordinate with VIP and Sponsor Committees).

· Invite a religious leader to read the invocation, if culturally applicable. (Coordinate with VIP Committee).

· Work with the entertainment producer, if applicable, to coordinate the ceremonial program with the entertainment.

· Determine number of volunteers needed and plan the training of the volunteers  (Coordinate with Volunteer Committee).

· Plan decorations and group to set up (Coordinate with Volunteer Committee, Media/PR Committees and Sponsor Committee)

· Plan flow of media, families and general spectators (Coordinate with Media/PR, Families, Security Committees)

· Plan communications needs: radios, telephones 

· Schedule rehearsal time for all individuals having a role in the ceremony, including the Special Olympics athletes who have a special part.  Ensure that all participants receive complete instructions and know where and when to report.

· Develop alternate plan in case of inclement weather

· Within the 24 hours preceding Opening Ceremonies, conduct a Risk Management walk-thru to identify and resolve any issues related to health and safety.

Equipment/Supplies

· Special Olympics Flag

· National flag and/or city flag of host Program ONLY 

· Torch and Cauldron

· Delegation placards for Parade of Athletes

· Sound system 

· Music system

· Central stage area / podium

· Sign language interpreter stand, if applicable

· Reviewing stand or area

· Seating for delegations

· Marching  cassette/disc music if no bands

· Script for Master of Ceremonies

· Texts of oaths

· Programs for spectators

· Decorations (banners, flowers)

· Drinking water / refreshments

· Portable toilets if necessary

Closing Ceremonies Committee 

Responsibilities

The Closing Ceremonies involve an official ceremony followed by entertainment and leaves all participants, volunteers, and spectators with positive feelings about the Games. The Closing Ceremonies are more limited in scope than Opening Ceremonies.   This is usually the final opportunity for all delegations to gather in an informal way following the conclusion of competition and before departure.

Reporting   

The chair of the Closing Ceremonies Committee reports to the Ceremonies Commissioner.

Essential Elements of Closing Ceremonies

Closing Ceremonies must include the following elements:

1. All delegations informally assemble (i.e., no formal parade of delegations).

2. Flame (cauldron) is extinguished.

3. Special Olympics flag is lowered.

4. Event is declared officially concluded.

Closing Ceremonies Venue

The venue should be handicapped accessible, have some spectator seating, and be large enough for all delegations to gather informally.  An adequate sound system, a flag area and space for the cauldron are essential.  The athletes must be able to hear and see any entertainment and speakers.  The venue may be a stadium, track, or large indoor facility if space is adequate for all delegations to gather.  There should be a First Aid area and toilet facilities, clearly indicated, and drinking water available.

Suggested sequence for Closing Ceremonies:

1.
Participants assemble at a fixed time in the venue, where cauldron is lit and Special Olympics flag is flying or displayed.  Delegations may hold their placards (from Opening Ceremonies).

2. 
Brief welcome speech.

3. 
Flame is extinguished.

4. 
Special Olympics flag is lowered; as an option, it may be presented to the organizers of the next Games (if applicable).

5. 
Games are declared officially closed.

6. 
Entertainment program, usually, music (live or sound system) for dancing, celebration.

Committee Checklist

· Reserve venue and obtain schematics of venue and design the layout for Closing Ceremonies.

· Establish a timeline for setting up venue and clean-up following conclusion of ceremonies.

· Plan the time schedule and flow of Closing Ceremonies, from arrival and staging of all participants to departures following conclusion of ceremonies (Coordinate with Transportation Committee).

· Ensure that an adequate public address system, including music system, is in place.

· Install the cauldron with flame.

· Install the Special Olympics flag.

· Secure music / entertainment (live or recorded).

· Invite and confirm a Master of Ceremonies (Coordinate with Media/Public Relations Committee).

· Assign an escort to each delegation (Coordinate with Volunteer Committee).

· Invite a sports celebrity or VIP, if desired to declare the Games closed (Coordinate with VIP Committee).

· Plan decorations and group to set up. 

· Plan flow of media, families and general spectators. (Coordinate with Media/PR, Families, Security Committees).

· Plan communications needs: radios, telephones.

· Develop alternate plan in case of inclement weather.

· Within the 24 hours preceding Closing Ceremonies, conduct a Risk Management walk-thru to identify and resolve any issues related to health and safety.

Equipment/Supplies

· Special Olympics Flag

· Cauldron, lighted

· Delegation placards (from Opening Ceremonies)

· Sound system & music system

· Central stage area / podium

· Sign language interpreter stand, if applicable

· Decorations (banners, flowers)

· Drinking water / refreshments

· Portable toilets if necessary

Awards Committee 

Responsibilities

This committee is responsible for obtaining and distributing all awards.  It must organize and implement awards ceremonies that honor and respect the dignity and performance of all participating athletes and ensure safe and efficient flow of athletes to and from the awards area.  The committee shall adhere to all Special Olympics policies regarding awards.

Reporting   

The chair of the Awards Committee reports to the Ceremonies Commissioner.

Committee Checklist

Prior to the Games

· Secure medals and ribbons to be presented well in advance of the event.  Work closely with Sports Chairperson(s) to determine numbers of medals and ribbons required for each sport, based on numbers of participants in each division and event. A formula for determining the number required is as follows: 

Formula for determining number of awards required for a given sport (500 athletes max.)

· Multiply the number of athletes by the number of events for which each may register. 

· Divide the resulting number by 4.0 (NOTE: in the case of more than 500 athletes, divide by 4.5). You now have the number of sets of gold, silver and bronze medals and fourth place ribbons you will need.
· Divide again in half, and this is the number of 5th and 6th place ribbons you will need.
· Divide once again in half, and this is the number of 7th and 8th place ribbons you will need.
Example for a competition with 400 athletes competing in athletics, with 3 events maximum per athlete, the following medals are needed:
400 x 3 = 1,200

1,200 ÷ 4 = 300 (300 gold medals; 300 silver medals; 300 bronze medals; 300 4th place ribbons)
300 ÷ 2 = 150 (150 5th place ribbons; 150 6th place ribbons)
150 ÷ 2 = 75 (75 7th place ribbons; 75 8th place ribbons)

· Coordinate with the Facilities Committee to determine location and arrangement of awards area(s) with Special Olympics banners and appropriate decorations (flowers, plants, artwork, sports pictograms etc.), awards stands, public address system, and spectator seating area.  Awards stands for each awards area should denote places 1-8. Refer to the following diagram for layout of area and flow of athletes through the awards area.

· Secure an announcer.

· Prepare a script for announcer.
Sample Script for Awards Ceremony

This form may be reproduced and completed prior to each ceremony by the awards organizers, in order to facilitate the announcer’s job.  In addition, Special Olympics awards are distributed beginning with the 8th place (or with the last finisher, if fewer than 8 athletes in the division).  Optional: individual results may be announced.

1. Play music fanfare.

2. “LADIES AND GENTLEMEN….PLEASE DIRECT YOUR ATTENTION TO THE AWARDS AREA….. (give location).”

3. Entrance music: enter awards carriers, followed by athletes, and then presenters. All take their positions.

4. “IT IS MY PLEASURE TO ANNOUNCE THE RESULTS OF THE ___________________(division)  OF THE __________________(sex & age group) FOR ______________________(sport).”
5. “PRESENTING THE AWARDS WILL BE ___________(name), ___________(title, function, etc.).”

“IN 8TH PLACE IS



(name).” 

(Pause for awards presentation.)


“IN 7TH PLACE IS



  (name).”

(Pause for awards presentation.)

 “IN 6TH PLACE IS



(name).”


(Pause for awards presentation.)

 “IN 5TH PLACE IS



(name).”



(Pause for awards presentation.)

 “IN 4TH PLACE IS



(name).”

(Pause for awards presentation.)

 “WINNING THE BRONZE MEDAL IS



(name).”

(Pause for awards presentation.)

 “WINNING THE SILVER MEDAL IS



(name).”

(Pause for awards presentation.)

 “WINNING THE GOLD MEDAL IS



(name).” 

(Pause for awards presentation.)

6. Pause for applause and photographs.

7. Exit to music.

· Determine number of volunteers needed and ensure that volunteers receive proper training.  The following is a suggested schema of duties and numbers of volunteers for one awards area.  In addition, depending on the duration of awards ceremonies, more than 1 shift may be required.

Duties 
Suggested numbers of volunteers 

· Escorts for presenters & athletes


5-6

· Athlete assistance in staging area


3

· Results





1

· Arranging of awards for presentation


2-3

· Awards carriers / (Flower carriers)


2 / (2)

· Photographer





1

· Announcer





1

· Presenters




(number varies)

· Music





1

· Secure celebrities, public officials, sponsors, professional and amateur athletes to present awards, and prepare a list of potential presenter substitutes in advance.

· Make sure that each presenter is briefed about the procedure and feels comfortable.  Encourage those presenting awards to personally congratulate and reinforce the success of the athletes.

· See that each awards area has the necessary amount of awards.

· Develop a specific procedure for presenting the awards. 

· Coordinate with the sports manager(s), officials and results personnel.

· Secure storage space for awards when not being presented.

· Ensure that an alternate plan has been established in case of inclement weather (for outdoor events).

· Conduct a final walk-through to identify any potential risk management issues.

During the Games

· Once competition is underway, the Awards Committee follows the Awards Protocol outlined as:

1. Awards volunteers meet athletes completing events and escort them to the awards staging area.

2. Awards volunteers obtain official results from scorers/officials and deliver to appropriate person in announcer’s area.

3. In awards staging area, athletes should be provided water, towels, combs, etc.

4. Organize line-up for awards ceremony:


*Athletes should sit in chairs which are labeled according to places. 


*Chairs should be marked in the order in which athletes will proceed to and mount the awards podium (8-6-4-2-1-3-5-7).

5. Music for awards ceremony shall consist of dignified music, a fanfare, etc.

6. The medals and ribbons shall be arranged on a ceremonial cushion / tray; a flower to be presented to each award recipient is optional.  As music is played, medals and ribbons (and flowers) shall be carried in by awards volunteers.  Then follow the athletes, who will proceed to the awards podium in the staging order, with an escort before and after the line of athletes.  Athletes may stand behind the awards podium of their designated finish place, and mount the podium as their name is called, or all athletes may proceed directly to their final places on the awards podium as they march in.  Individuals designated to present the awards follow the athletes into the awards area.

7. Awards shall be presented beginning with the last place finisher first. 

8. Following the distribution of ribbons and medals, athletes exit and proceed to a designated area. Escorts remain ensuring that athletes are met by their coach or a designated member of their delegation.

· At all times, keep athlete safety and smooth flow of athletes as priorities.

Equipment and supplies

· Awards stands, places 1-8

· Medals and ribbons; flowers; cushions, trays to carry awards

· Public address system and music broadcasting equipment

· Blankets, towels, combs

· Refreshments

· Portable toilets (in proximity)

Reference to Special Olympics Policies and/or Procedures

1. Special Olympics General Rules, Article 7 Section 7 – Awards 

2. Special Olympics Official Sports Rules, Article I Section Z – Use of Special Olympics Awards

3. Special Olympics Official Awards Catalogue

Olympic Village Committee 

Responsibilities

The Committee will organize the Olympic Village for the Games.  The Olympic Village is the venue where all Games participants can come while not competition to enjoy a diverse group of activities.  These activities should include sports clinics, entertainment, sports demonstrations, healthy athletes programs, family resources, athlete resources, Games, etc.
Reporting

The chair of the Olympic Village Committee reports to the Special Events Director. 

Essential Elements/Actions

1. Secure the location.
2. Create Olympic Village plan.
3. Recruit entertainment, sports clinicians, demonstration equipment, family and athlete resources and other activities to implement plan.
4. Serve as liaison to Special Olympics Healthy Athlete initiatives which include, but are not limited to Healthy Hearing, Opening Eyes, Fit Feet and medical screenings.
5. Secure tables, chairs and tents.
6. Secure power sources as needed.

Committee Checklist

6 – 3 Months Prior to the Games

· Create plan of activities.

· Secure location centrally located to sport venues.

· Work with transportation committee to insure athletes have access.

· Work with vendors to secure their commitment and find out equipment will be needs.

· Work with Special Olympics Healthy athlete initiative to see if there is a program in your area.

· Create equipment list for all vendors.

· Create signage list for all vendors.

· Create venue map.

3 – 1 Months Prior to Games

· Work with equipment and signage committees to insure that all needs are met.

· Work with Food Services Committee to insure food needs are met.

· Work with Volunteer Committee to make sure all volunteer needs are met.

· Confirm power source for all vendors.

· Confirm space needed for all vendors and make sure venue is mapped appropriately.

· Confirm tables, chair and tent needs.

· Confirm the entertainment.

· Confirm all information in registration packet.

· Train the volunteers.

· Find out if there are security needs for overnight equipment (especially when working with Healthy Athletes.

· Schedule out committed entertainment.

During the Games

· Liaison with all vendors to insure proper placement within in venue.

· Liaison with entertainment.

· Make sure announcements are being made throughout sports venues to drum up business.

· Liaison with equipment and volunteers throughout Games to insure everything is in place.

· If nighttime security is needed, confirm their arrival and departure times.

 After the Games

· Send thank you to all vendors.

· Evaluate what activities worked best and what should be changed.

Equipment and supplies

· Tents

· Tables

· Chairs

· PA system

· Power source

· Vehicle access for deliveries

· Security

· Specific equipment needs for sports demonstrations and clinics as well as other activities

Reference to Special Olympics Policies and/or procedures

1. Olympic Village should appeal to all ages of athletes

2. Olympic Village should be multi-cultural when applicable

3. Check insurance requirements before using “inflatables”

Victory Dance Committee 

Responsibilities

The Committee will organize the Victory Dance for the Games.  The dance is usually one night of the Games and considered one of the athletes’ favorite events of the weekend. 
Reporting

The chair of the Victory Dance Committee reports to the Special Events Director. 
Essential Elements/Actions

1. Confirm the date and time with Games Director.

2. Secure the location.

3. Recruit the entertainment.

4. Decorate the venue.

Committee Checklist

6 – 3 Months Prior to the Games

· Decide on the theme.

· Recruit entertainment based on theme – usually a DJ.

· Procure the decorations.

· Work with transportation committee to insure athletes have access.

3 – 1 Months Prior to Games

· Work with equipment and signage committees to insure that all needs are met.

· Work with volunteer committee to make sure all volunteer needs are met.

· Confirm power source for entertainment.

· Confirm the entertainment.

· Confirm all information in registration packet.

During the Games

· Liaison with entertainment. 

· Liaison with equipment and volunteers throughout Games to insure everything is in place.

After the Games

· Send thank you notes.

Equipment and Supplies

· Tables, chairs and PA System

· Stage and dance floor if applicable

Marketing and Public Relations

Celebrities and Honored Guest Committee 

Responsibilities

The Celebrities and Honored Guests Committee is responsible for hosting and scheduling celebrities, sports personalities, and honored guests at the Games.  Celebrities might include well known Special Olympics athletes, movie, television, or sports personalities, singers, coaches or commentators.  Honored Guests might include statesmen and stateswomen, corporate executives, or members of Special Olympics Board of Directors.  This committee also coordinates with other Games Committees (such as Demonstrations and Clinics, Awards, and Ceremonies) to determine their needs for celebrities and honored guests. 

Reporting

The Director of Celebrities and Honored Guests Committee reports to the Marketing and PR Director.

Committee Checklist

Prior to the Games

· Provide updated Games information packets including programs, updated venue schedules, and itinerary for ceremonies and awards.

· Identify and invite selected celebrities and honored guests, providing them with a complete Games information packet.

· Determine the needs of the celebrities and honored guests through communicating with the Ceremonies and Awards Committees. 

· Create a plan on how celebrities and honored guests will be involved; create a plan to accommodate for “last minute” unannounced celebrities and honored guests.

· Recruit volunteers to host, drive, and translate for them.

· Arrange suitable accommodations and housing for the guests when needed.

· Prepare brief biological sketches of celebrities for the Media/Publicity Committee.

During the Games

· Provide appropriate credentials for all honored guests and celebrities.

· Meet and check-in celebrities and honored guests upon arrival.

· Coordinate interviews with the Media/Publicity Committee.

· Provide adequate escorts to ensure security and involvement in the scheduled events.

After the Games

· Send “Thank You” letters and Certificates of Appreciation immediately following the event.

· Prepare a final report to the Games Director, detailing accomplishments and suggestions for improvement. 

Media/Publicity Committee 

Responsibilities

The Media/Publicity Committee is responsible for managing all aspects of publicity for the Event, and making sure that the media is given every opportunity to report the Event.  This Committee must facilitate the media’s ability to accurately report on the Event by helping them understand the Special Olympics philosophy and what is taking place at the Event, and by providing access to people involved.

Reporting

The Media/Publicity Committee reports to the Marketing and PR Director. 

Committee Checklist

Prior to the Games

· Secure all facts relating to dates, location, personal involvement, and event planning.

· Must secure press releases for all participant photographs used.

· Send out news releases prior, during and after the Event.

· Provide guidelines for coaches on how to send out news releases to their local news media (including sample news releases).

· Arrange TV and radio spots prior to the event.

· Contact magazine editors for feature stories.

· Contact local public officials about declaration of "Special Olympics Day" in your area.

· Notify Finance Chairperson of all prospective contributors.

· Arrange for printing and display posters inviting people to attend.

· Consider developing and mailing a regular newsletter to all interested parties.

· Secure all pertinent information from various committees for the printed program.

· Secure names of all contributors and include in the printed program.

· Secure donations for advertisement space in printed program and coordinate with Finance Chairperson.

· Arrange for picture taking or other audio-visual presentations for ongoing public relations program (Slide shows, etc.).

· Contact news media to attend the event.

· Provide appropriate information to Registration Chairperson for "Coaches Handbook".

· Secure area for press room with telephone, fax, and copier accessibility.

· Coordinate with the Registration and Safety/Security Committees in arranging for credentials and parking for members of the media.

· Contact local businesses which use marquee signs and ask them to display “welcoming” and “good luck” messages before and during the event.

During the Games

· Have the printed program designed, printed and distributed to appropriate people.

· Liaison with all media that arrives at Games; make sure they have a volunteer escort to show them around the venues; make sure he/she know where media has access and where not; liaison for all interviews.

After the Games

· Send thank you cards to all media outlets that helped with the event.

· Create an after-action report of all media hits.

Equipment and Supplies
Suggestions for Materials 

· Special Olympics Program materials are available to borrow or purchase through Special Olympics.  These materials include:

· TV and Radio spots

· Special Olympics films of events

· Guide to Promotion and Fund Raising: "how to" book 

· Brochures

· Other, more localized, materials might be available from the Chapter Office; and the local committee:

· Audio-visual (Slide Show) presentations

· Fliers or Posters

General Resources
· Television, radio and newspaper personnel

· Camera stores and their staff

· Public relations firms

Public relations or public information personnel at schools, agencies, etc.

Possible Resource Groups for Speakers
· Speakers Bureau

· Service clubs

· Youth groups

· Churches

· City and state agencies

· Chamber of Commerce

· Schools

· Fast food companies

· Armed service units

· Parent associations

· Unions

· Foundations

· Fraternities and sororities

· Women's groups and Men’s groups

· Business associations

· Theater groups

Guidelines for Volunteer or Fund Raising Speeches

Fortunately, there are many people who are interested in supporting athletic programs and programs for special populations such as the intellectual disabilities.  With this in mind, it is essential that contacts be made to service groups in the community to ask for their support.  An effective way of securing their support is to have representatives of the Special Olympics program speak to their membership to explain the needs of the program and to identify ways they can help.  When giving speeches, the following guidelines should be considered:

· Speeches are usually best if they are kept brief and to the point.

· When talking about Special Olympics provide the basic facts including the purpose of the program; the history of the program; the number of participants locally in the state and internationally; and exactly is Special Olympics.

· Utilize slides or Special Olympics films in telling the story.  Audio-visual presentations are generally most effective.

· Explain exactly how (funds, volunteers, facilities, etc.) the group can help.  (Before speaking to the group, you should research their programs to see how they might be able to help the most).

· Explain to the group how you will work with them and how you will utilize their support.  Continuous contact will help.

· Offer the group an opportunity to ask questions and answer their questions.

· Show your enthusiasm for Special Olympics when you speak to the group.

· Take along brochures to give to the group for their future reference.

· Identify your thanks for their interest and hopeful support of your program.

· Another effective way of inviting guests is to send a small printed card (similar to a party invitation) to those you would like to invite.  The card would have the basic facts about the event, the Special Olympics logo and RSVP information.  (Possibly a smaller RSVP card would be included).

Public Service Announcements

A public service announcement (PSA is an announcement for a non-profit organization.  Public Service Announcements promote either an event, a fund-raising event, or a continuing service.  PSAs  are separated into three categories:

Bulletin Board Announcements: announcement describing an upcoming event.  Radio and television stations need a fact sheet with the basic information of who, what, where and when or a 10 second spot (approximately 30 words).  A phone number should be listed so listeners can call for more details.  Example: “The Franklin County Special Olympics will be held on Saturday, April 29, at the Worthington High School Stadium.  Opening Ceremonies will begin at 10:00 a.m.  For more information, call 286-8673.”

Live PSAs: of continuing importance such as fund raising projects, volunteer opportunities, informing the public of Special Olympics, or any information readily available to the public from a non-profit making group.  Radio and television stations need 10, 20, 30 or 60 second messages which inform the general public of a specific event or service, and asks the public to either take action or at least be informed.  The shorter the announcement, the more likely it will receive air time.  The following word guide identifies approximately how many words are required for each announcement:
10 second spot -- 
30 words


20 second spot --
60 words


30 second spot --
75 words

1. 
60 second spot --
150 words

These typewritten messages should be sent to stations two to three weeks before air time.

Prerecorded PSAs: identical in content to live PSAs except that the spot comes prerecorded to the station by the group submitting the PSA.  Advantages are that voices, music, or sound effects can be added.  The national Special Olympics office has some prerecorded spots and many stations will assist in producing these spots.  The station needs a reel-to-reel recording.  Generally, these spots receive more air time.

Public Service Announcements should be submitted to the Public Service Director of the stations and should be accompanied with clear instructions for air time.  Thank you letters should be sent to the stations following air spots.  Personal telephone contact with public service directors will help tremendously.

Suggestions for Printed Program

The type and size of event will dictate the type of printed program that will be prepared.  Every event should have a program, which should be distributed to all participants and coaches if possible.  The printed program is an excellent fund raising source by selling advertisements to businesses, etc.  The printed program can be a strong source of public relations by including the names of supporters and by using it after the event to give other potential supporters an idea of what the Special Olympics program is all about.  Following are some ideas to consider when preparing the program:
· The cover of the program should list the Event Name, the dates, and the location of the event.  It might include the winning entry to an Art Contest.  The Art Contest theme should relate to some aspect of the Special Olympics logo and the name of the sponsors of the Event, including the Joseph P. Kennedy, Jr. Foundation.

· The program may include welcome letters from the Event Director, the Mayor of the host town, the President of the host University or Organization, etc.

· The program may include advertisements from all those service groups, businesses and volunteer organizations that are providing support.

· The program should include the schedule of events.

· The program may include facts on the overall Special Olympics program, with a request for support from volunteers and how they can get involved.

· The program may include diagrams of event sites if appropriate. 

· The program may include pictures from previous events.

· The program should include the Special Olympics Oath.                                   

These are just a few of the basic ideas that you may consider.  Your financial situation may allow a very small printed program with only the basic information.  If you have a good advertisement campaign, you may receive considerable funding to allow for a more elaborate printed program.  

 Effective publicity will increase awareness and understanding about the remarkable achievements of persons with intellectual disabilities, on and off the field.  Publicity will help recruit more volunteers, coaches and officials while drawing more athletes and families into the Special Olympics Program.   The quality of Special Olympics Events will improve by  attracting more sponsors.  The Media/Publicity Committee should make every effort to let the public know what is happening, when it is to happen, where it is happening, and who is involved.

Fundraising and Sponsor Committee 

Responsibilities

The Fundraising and Sponsor Committee is responsible for securing sponsors both cash and in-kind with the help of the Special Olympics staff for the Games.  Also the committee members will serve as liaisons to any sponsor representatives that come to the Games and to any sponsor volunteer group. 

Reporting

The Director of Fundraising and Sponsors Committee reports to the Marketing and PR Director.

Committee Checklist

Prior to the Games

· Create sponsor package to be sold to include pricing and benefits.

· Create sponsor target list for both in-kind and cash.

· Secure the sponsors.

· Provide updated Games information packets including programs, updated venue schedules to sponsors.

· Identify and invite sponsors, providing them with a complete Games information packet.

· Serve as liaison to volunteer committee for any sponsor volunteer groups.

· Arrange suitable accommodations and housing for the sponsors if applicable.

· Coordinate logistics of in-kind product sponsorship.

· Create sponsor recognition ads for program.

· Order sponsor recognition awards.

· Organize VIP reception; secure all equipment needed through equipment committee.

During the Games

· Host the VIP reception.

· Provide appropriate credentials for all sponsors.

· Meet and check-in sponsors upon arrival.

· Provide adequate escorts to ensure security and involvement in the scheduled events.

· Provide biographies on all sponsors for public service announcements.

After the Games

· Send “Thank You” letters and Certificates of Appreciation immediately following the event.

· Prepare a final report to the Games Director, detailing accomplishments and suggestions for improvement.

Merchandise Committee 

Responsibilities

Merchandise Committee is responsible for purchasing, inventorying, storing and selling all merchandise for Games while working with Special Olympics staff.  

Reporting

The Director of Merchandise reports to the Marketing and PR Director.

Committee Checklist

Prior to the Games

· Create Merchandise Plan to include items sold, pricing, inventory and storing.

· Order Merchandise – have wide variety of priced items.

· Set up process for selling to include cash, check and credit card process.

· Work with equipment committee to get tents, tables, chairs and other equipment needed.

· Inventory and price all equipment ordered.

· Move merchandise to Games sight-up.

· Recruit volunteers to help sell.

During the Games

· Maintain the inventory.

· Secure all monies.

· Provide Public Service Announcements for venues.

After the Games

· Create Final Inventory list based on what sold and what did not sell.

· Final report on income.

· Deposit all monies.

· Process Credit Cards.

Reference to SO Policies and/or Procedures


Special Olympics Program budget and accounting procedures
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