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l. | ntroducti on

One of the SYyoamiaalg Gltympiegs ¢ goals is to cre
guality experience for athletes. Thi s means
experience at area games as they would at Nat
time and efforetntt @andr egqaitad id yc erxiegti ence for

state

he Special Olympics Wyoming Event Management Supplement is meant to provide volunteer
leaders like you with information and materials to support your efforts in coordinating a
successful SpecialOlympics event.

A large amount of material is included in this supplement. This is an effort to compile 40 plus years of
policies, practices and forms in one comprehensive document. Please call or e -mail us with any
corrections, additions, or suggestions that should be made to the next issue. We plan to revise this
manual every other year.

While much of the procedural information you need to operate your event can be found in this
supplement it cannot replace person -to-person communication. Please contact any staff member
with a question or a suggestion at any time.

This supplement is being distributed to Games Management Team Committee Members and Area
Games Directors. Please remember that all of us have the responsibility to distribute pertinent
infor mation to people in the organization who will benefit from it.

All material in this Manual can be sent to you electronically. If you would like to distribute the Manual
or sections of it to members of your management team please contact Special Olympics Wyoming.

A . Mi ssion Statement

The Mission of Special Olympics is to provide year-round sports training and competition in a variety of
Olympic type sports for children and adults with Intellectual disabilities, givhg them continuing

opportunities to develop physical fithess, demonstrate courage, experience joy, and participate in the
sharing of gifts, skills and friendship with their families, other Special Olympics athletes and the
community.
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Special Olympics Wyoming believes

that support services should be

PLEMENT

B. Ar eas

A Special Olympics Area isone of five geographical
areas of the state, established to create the level of
service and resources available to local programs within
that Area.

The goal of the Area is to assure the following is
accomplished:

Provide the opportunity for preliminary co mpetition
prior to every state event.

provided as close to local Special

Olympics programs as possible. To

accomplish that Special Olympics
Wyoming Areas have been

Define at Area Directors meeting?

developed.
Area Counties Served Area Director

Northwest Wyoming:

Area |
Park, Big Horn, Hot Springs, open
Washakie and Fremont
Southwest Wyoming:

Area ll
Teton, Sublette, Lincoln, open
Uinta and Sweetwater
Southeast Wyoming:

Areal lll . open
Albany, Laramie, Platte,
Goshen, Carbon and Niobrara
Northeast Wyoming:

Area IV
Sheridan, Johnson, Crook, open
Campbell and Weston
Centra' Wyoming: RObel"[ Peterson

Area V 3440 East 19t
Converse and Natrona Casper, WY 82609

307.267.7224
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C.Special Olympics Wyoming Event Schedul e
ICON KEY January February March

Training

Other

Jackaleope Jumps
Area Winter Games

Jackalope Jumps
State Winter Games

Jackalope Jumps

Summer Sports Coaches
Training

Fundraising

Area Competition

April

May

June

State Competition

Note

Area Summer Games

Law Enforcement Torch
Run
State Summer Games

Unified Sports Golf Clinics

Day with the Wyoming
Cavalry
CNFR®Speci al R

July August September

Fall Sports Coaches Worl d-s Lar ge
Training Convoy

Casper Cutthroats G. Michael Perry Softball
Baseball Clinic Tournament

Unified Sports Golf Area Fall Tournaments
Tournament

October November December

State Fall Tournament

Leadership Conference

Festival of Trees
Winter Sports Coaches
Training

Prepare for next year!

For a complete list of dates check our website www.specialolympicswy.org
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D.Special Ol ympics WyoRa xngo rbgdialfifl iRtoil es and
The staff of Special Olympics Wyoming recognizes and values the work volunteers provide in hosting and
managing events. Following is a list of staff that can help you with additional resources.

Vice President of Development Vice President of Progra
Chris Ryan Allison Harke

Local fundraising activities Statewide events including;

Target Marketing activities, including mail and phone Winter, Summer, Golf, Softball and F3
soliciation National and World Games participatio

Unified Sport® Project UNIFY and youth involveme
Law Enforcement Torch Run Training

Statewide sponsors President & CEO program@specialolympicswy.org
Corporate sponsors Priscilla Dowse

National promotions
cryan@specialolympicswy.org

Special Olympics general rules
Conflict resolution

Grants and Foundation work
Board of Directors

Director of Director

Special Events of Field Services
position open

Volunteer management

Young Athletes

Local Program support and resourcé
Local and Area competitio

Athlete Leadership Programs

Regan Diller

Branding (logo usage)

Scial Media Management
Festival of Trees

Jackalope Jump

Jackson Jackalope Poker Ride
Special Program eventsCNFR and Caval

Web-site Management - Healthy Athletes
22 NI RQa [FNBSal ¢NMHZO| /2y @z Athlete, Unified Sports partners, volunteer form

fieldservices@specialolympicswy.g

Press Releases

specialevents@specialolympicswy.org
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E.General Event Working Pl an

34 MontrhsrPto Event
% Set Date for competition if not already done
Complete Budget Worksheet
Begin facility reservations
Begin planning meals and other support services
“% Begin fundrai sing based on budget to offset expenses
810 Weeks Prior to Event
Send Registration to Local Programs
Confirm meals and facilities
2 Weeks prior to Event
Registrations due
Confirm meals numbers with vendors
Data Entry
Send Press Release requestingvolunteers

1 Week prior to Event
% Send Confirmation email to Local Coordinators including:
o Team Rosters
o Delegation Reports
o Errors & Exceptions
o Event Schedule
o Other important information
Make scratches/changes in GMS until 2 days prior
Confirm equipment/sup ply needs with SOWY Staff
Send Press Release notifying of Event Details
Week of Event
% Scratch/Change deadline
Print Heat Sheets:
o Unofficial (at least three copies, one for scorers and others to hang up for spectators)
o Official (for data entry)
Print Award Labels
% Assemble Registration Packets:
o Delegation Reports
o Errors & Exceptions
o Any updated information
Day of Event
¥ Setup
Registration Check-In
Make sure Volunteers know their role
Have Fun!
Week after Event
% Send thank you letters to Volunteers and Donors.
Send SOWY pictures from the event
Enter results and send updated Zip file to SOWY
“ Set dates for next year-s competition

5
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F.Event Manage@eat vilewm

What is it?

A group of volunteers dedicated to a specifi c role in the planning process and implementation of an event.
Special Olympics Wyoming recommends that a Management Team (or Committee) be put in place
regardless of the size of the event. This section highlights the roles for a complete event management
team.

Organi zation of an Event Management Team
Depending on the size of the event you may need to combine positions or split responsibilities to include
a larger or smaller group.

Administration Support Services Special Events
Committee Committee Committee

wComputer wCompetition wCommunication  wAwards
wFinance & Director wEquipment wCeremonies
Fundraising wVenue Director oMeals wBanquet

wPublic Relations  wCompetition oMedical wFamily Support
wRegistration Coordinators wSetup/Clean aHospitality
wVolunteers wOfficials up
«Evaluation Coordinator wSignage

wHousing
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dministrative
Committee

| Finance
Fundraising

~3ublic Relatio
Registration

Computer

Evaluation

| Volunteers

Secti ¢

Commi ttee
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A Finance

The Finance Coordinator is responsible for creating a budget and managing
finances throughout the event. Area finances are all managed by Special
Olympics Wyoming, areas and programs should not have a separate checking
account. All income must be sent to the state office, please do not send cash in
the mail. Work with vendors to see if they will bill Special Olympics Wyoming
directly or if they will accept Purchase Orders. All original receipts must be sent
to SOWY for reimbursement.

Responsibilities: Create
Event Budget, Manage

Finances

Staff Liaison:  Brynn Fry

Resources: Area

Accounting Information

Talk with your Management Team and decide on a budget for each area (see Budget Worksheet

Template):
%  Administration:
o Fundraising costs
o Fundraising income
o Volunteer recognition
o0 Media
o Other
% Competition:
o Facility fees
o Other
Special Events:
o Opening Ceremonies
o0 Awards
o Other
Support Services:
0 Signage costs
0 Meals and refreshments
o Equipment rental or purchases
o Other
In-kind or Product donations
o Facility fees waived or reduced
o Pepsi
o Other

£

£

£

It is important to keep the budget updated to make sure expenses do not exceed income. Pleas e
work with the management team to set an appropriate and reasonable assessment fee based on

expected expenses.

Special Olympics Wyoming has working relationships with a number of service providers in the state

that wil work with the organization. Conta ct Chris Ryan for details.
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Budget Worksheet - Template

INCOME

SPECIFIC

BUDGET

ACTUAL

IN-KIND

Individual

Civic/Social Club

Corporate

Fundraising

Foundations/Grants

Assessments

Meals

Merchandise

Other

TOTAL

$

$

$

$

EXPENSE

SPECIFIC

BUDGET

ACTUAL

IN-KIND

Vendor Services

Entertainment

Fees and Dues

Permits

Lift Tickets

Supplies

Merchandise

Decorations

Name Tags

Bibs

Equipment

Signs & Banners

Rental Equipment

Tents

Tables & Chairs

Porta -pits

Facility Rentals

Athlete Awards

Athlete Recognition

Volunteer Recognition

Thank You-s

Shirts, etc.

Support Recognitions (sponsors)

Thank You-s

Plaques

Food/Meals

Breakfast

Lunch

Dinner

Transportation

Printing & Photography

Other

Postage

TOTAL
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B.Fundraising

The Fundraising Coordinator is responsible for planning and coordinating
fundraising activities to support an upcoming event. Fundraising, including in  -king
donations, is an important responsibility of an event management team. It is the
philosophy and policy of Special Olympics that no athlete be prohibited from
participating based on their ability to pay. Your efforts to fundraise  will offset
expenses and therefore keep assessments charged to programs at a minimum.

Some Special Olympics Wyoming existing fundraisers that you may utilize include;

Jackalope Jump
There are currently 13 Jackalope Jumps locations around the state. Participants

Responsibilities:
Coordinate

Fundraising Activities

Staff Liaison:
Jackalope Jump-
Regan Diller
Sponsorships- Chris
Ryan

Resources: Jackalope

Jump Marketing Plan,

raise funds to ®s p o ncoldbody oftwhteri. Areaprbguamgoe
events can be credited with all
represent their program less the cost of expenses to operate the event.

is&ngorghjp F%cketl

funds T S ed b

Sponsorships
Local businesses and individuals can be a source of funds to help sponsor an event. Special Olympics
Wyoming will help you develop a sponsorship package to approach local businesses for their help.

Local fundraising events

You may know of some way in your community to raise f unds for Special Olympics that may be new
and creative. Let Special Olympics Wyoming know so they can help you through the planning process.
Some ideas that others have done include; concession stands at the games, dances, auctions ,
etcoe | f yougaaeventtpat isprajected to raise over $250 you will need to fill out the
Event Notification form and send it to Special Olympics Wyoming.

Fundralsmg Policies and Guidelines
# State, area or local program fundraising projects or events may not have any direct affiliation
with tobacco or alcohol product s. The ®no t
Olympics, Inc. and is adhered to by Special Olympics programs nationally.

ok

' Area and local programs may not enter into verbal or written agreeme nts with any fundraising
company or individual. Only the President & CEO of Special Olympics Wyoming, with the
approval of the Board of Directors, may enter into any contractual fundraising agreement
involving any level of Special Olympics in Wyoming.

# All Area and Local Program bank accounts are managed by Special Olympics Wyoming. Local
Programs may not have their own accounts.

% All funds raised by or donated to an area or local program must be sent to the Special Olympics
Wyoming office in a timely man ner. Funds received from an area or local program are held in
an account at Speci al Ol ympics Wyoming in t
donated to Special Olympics for more than 30 days.

he

10
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Funds should be sent by check or money order. Cash may be delivered to the office. Do not
mail cash. A receipt will be issued. Always request a receipt for cash.

% Area and Local Programs are encouraged to solicit local companies for corporate donations.
Before soliciting, submit a copy of the solicitation letter and a copy of companies you plan to
approach. Special Olympics Wyoming will review the list in a timely manner and inform
programs of the companies that have already given to Special Olympics Wyoming for that

year.

11
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Funding Request Let ter Sample
Name of the Program

Your address:1600 Elm Street
Sheridan, WY 83800
January 1, 2013

Have the correct name and title :

Mr. John Smith, President
Acme Co.

Sunny Lane

Sheridan, WY 83800

Dear Mr. Smith,

<Explain who you are and your specific request for writing>, example The Special Olympics Wyoming
Local Organization is thrilled to announce that we will be hosting the Area Games
on February . Events will take place at . We are writing to ask your
support of this exciting event.

Special Olympics provides sports training and competition for children and adults with intellectual
disabilities. We look forward to hosting this event for <#> athletes from the are a. We will use more
than <#> volunteers to conduct the various events and expect another <#> friends and families to
join the athletes during the competition.

<What have you done to support the project?>The Tigers have been practicing since <DATE> and we
plan to get out on the snow each week between now and the Winter Games. Our volunteer coaches
have spent an average of 10 hours with each athlete in training.

<What are the benefits?>The Games are a great experience for our athletes. The sports venues are
beautiful and the opportunity to compete against their peers is invaluable.

<Make a specific request>Would you please consider a donation to support this event. Donations
are tax deductible and can be made payable to Special Olympics Wyoming.

Special Olympics Wyoming has authorized us to conduct this fundraising effort. If you have any
guestions about our local organization you can call Priscilla Dowse at (307) 235 -3062.

Thank you for your consideration.
Sincerely,

John Fundraising-Chair
Phone Number

12
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Special
Olympics
All Area/local programs planning a fundraising event projected to Wyoming
handle over $250 must fill out this form and submit to Special
Olympics Wyoming 60 days before the event. Special Olympics Wyoming will review the application

and return it to the Area/local program within 15 days. The Area Coordinator will also receive a copy
of all applications for events in their region.

AREA/LOCAL FUNDRAISING EVENT NOTIFICATION FORM

Date of Request: (Must be 60 days before the event)
Area/Local Program: Contact Person:

Home Phone: Work Phone:

Fax: Email:

Address: City: Zip:

Name of Fundraising Event:

Date of Event: Location of Event:

Briefly describe the event:

The amount you expect to raise before expenses (Income): $
Anticipated expenses of entire event: $
Net return expected (Income less Expenses): $

Return Form To:
Special Olympics Wyoming
232 E. 29 St., Suite 201
Casper, WY 82601
Fax: 307-235-3063

13
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C.Public Relations

Public Relations (PR) is not just working to get stories to the media. Itis a combination
of many approaches including media relations, advertising, public speaking, promotion,
marketing, working with sponsors and fundraising.

Public Relations can help your event in a variety of ways including: recruiting

athletes, families, volunteers and coaches, driving fundraising events, motivating

participants, promoting the games and educating the public on Special Olympics

Athletes and events.

Recommended Timeline

As soon as you Contact Special Olympics Wyoming to place your event on their
web-site and Calendar of Events

1 month before

2 weeks before

2 days later
they are interested in covering the event

2 days before

Day of the event
available to greet media and answer questions.

Helpful Hints:

Responsibilities:
Media Contact, Send
Press Releases,

Marketing

Staff Liaison:

Regan Diller

Resources: Sample
Press Release,
Language Guidelines,
Branding Guidelines

(by request)

mail, fax, or email press release to local daily and non -daily papers

Coordinate radio involvement including Public Service Announcements (PSA),
morning interviews, and remotes (live broadcasts from the event)

Follow up with media contact to confirm if they received the press release and if

Fax or email a media alert to local daily papers to remind them of the event.

Have fact sheets and extra press releases available for the media. Have someone

1. Be Personal; the closer the relationship you have with local media the more your event will

be covered.

2. Place a cellphone number in the press release so media can contact you the day of the

event.

3. Contact Special Olympics Wyoming to receive updated lists of media contacts in your area.

14
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How to Write A News Release

News releases should be used to send out current announcements of Games, meets, tournaments
and special events to the media. You may also use a news release to publicize newsworthy
accomplishments or stories of an athlete, coach, family or volunteer. In sending a news r elease your
goal is to try to get the newspaper, radio or television station to publicize the upcoming activity and

to send their news and sports reporters to cover it. You want to include enough information for the
press to use immediately and you also w ant to spark their interest in coming to the event to get the
whole story.

Since media organizations receive literally hundreds of news releases every day, the goal is to get
yours noticed. While colorful letterhead may help, there is no substitute for a n accurate, tightly
written copy. You want to make it as easy as possible for the reporter or editor to get the facts.

News Release Content Checklist:

¢ Answer the questions ®Who, What , Wher e, Wh e n
paragraphs.

¢ Checkfor grammar, spelling, and typos.

¢ Use short sentences and simple words.

¢ Avoid long paragraphs.

¢ Spell out any acronyms or any abbreviations.

¢ Check facts carefully.

¢ Avoid including your opinions.

¢ Write, rewrite, and edit.

News Release Format Checkilist:
¢ Keep the release to one page, if possible.

¢ Use 81/2 x 11 (letter size) paper, white pap

¢ Double space lines.

¢ Bold face or underline key words, dates, ti me

¢ Use wide margins.

¢ Indent each paragraph.

¢ Include contact person or persons, organization, and phone numbers, either at the top of the
letterhead or at the conclusion of the article.

¢ Include release date.

¢ Use a brief, eye-catching headline.

¢ To signal continuati-BMORE®nabhebbdDtpagepftppgr ®.

¢ If more than one page, put a subhead on page 2, upper left corner.

¢ At end of r 80-@ acsre ®@®##H#* : t®O i ndicate ending.

15
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Sample Press Release

Contact Name
Position of Contact
Phone Number
Email OR fax

For Immediate Release
Date Sent

PRESS RELEASE (Name of event or the overall subject)

City, State- This is the overall information where you answer the who, what, when, where and why.
Keep it brief!

This paragraph is any supporting information that you deem important enough to send out.

If there is still more information that needs to be said feel free to split it into another paragraph.

For more information please visit www.specialolympicswy.org.

This is the boiler plate to be used on ALL PRESS RELEASES

Special Olympics Wyoming is a not-for -profit organization providing year -round sports training,
athletic competition and other related programs to children and adults with intellectual disabilit ies;
offering them continuing opportunities to realize their potential, develop physical fitness,
demonstrate courage and experience joy and friendship. Special Olympics Wyoming changes lives
by encouraging and empowering people with intellectual disabili ties, promoting acceptance for all,
and fostering communities of understanding and respect. Visit Special Olympics Wyoming at

www.specialolympicswy.orq . Engage with us on Facebook:

facebook.com/SpecialOlympicsWyoming ; Twitter: http://twitter.com/SpecOlymWY  or our event

picture galleries: sowy.smugmug.com

Hittt

16
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Special Olympics Language Guidelines

Words can open doors to enable persons with disabilities to lead fuller, more independent lives.
Words can also create barriers or stereotypes that are demeaning to pe rsons with disabilities, and
which also rob them of their individuality. The following language guidelines have been developed
for use by anyone writing or speaking about persons with intellectual disabilities, to ensure that all
people are portrayed with individuality and dignity.

Please USEthe following correct terminology:

“ A person has an intellectual disability , rather than is suffering from, afflicted with, or a victim of

intellectual disabilities. When writing or speaking refer to the person first. Avoid labeling a
person by their disability.
“DownSyndrome i s correct; ®Down-s Syndrome and ®mong

% U s das a physical challenge ord i s a b rathar than erippled.

¥ Someone who is partially sighted has a visual impairment .

% A person has ahearing impairment rather than is deaf or a deaf mute.

“% A person uses a wheelchair rather than is confined or restricted to a wheelchair.

“ A person has aseizure disorderorepilepsy , rat her than is epileptic.

% Distinguish between adults and children with intellectual disabilities.

# Refer to people in Special Olympics as athletes . The word athletes should not appear in quotation
marks.

“% When writing, refer to a person with a disability in the same style as person s without a disability.
Use their full name on first reference and last name on subsequent references. Do not refer to
an individual with an intellectual chall enge a:
Smith or ®Smith .

Please DO NOT USEthe following terminology:

“% Do not use the word kids when referring to Special Olympics athletes. Adult athletes are an
integral part of tRds-pregapmropiThateewmen refer
Program.

“% Do not use the adjecti ve unfortunate when talking about persons with intellectual disabilities.
Disabling conditions do not have to be life -defining in a negative way.

% Do not use the word the in front of Special Olympics unless describing a specific Special Olympics
event.

% Do not sensationalize the accomplishments of people with a disability . While these
accomplishments should be recognized and applauded, people in the disability rights movement
have tried to make the public aware of the negative impact of referring to the ach  ievements of
people with intellectual disabilities with excessive hyperbole.

% Do not overuse the word special when referring to persons with intellectual disabilities.

17
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D.Regi stration

The Registration Coordinator is responsible for the creation, distribution, and

collection of registration materials, managing the on -site event registration and
creating the event program. The Registration Coordinator and the Computer
Coordinator (if separate roles) will need to work closely to ensure all

Responsibilities:
Games Registration

Management, On-Site

information is received and distributed ¢ orrectly. Registration, Progam
Staff Liaison:
Time Frame Registration -Arian
8-10 weeks out Registration Materials sent to programs Currah Program-
2-3 weeks out Registration due from participating programs .
. . . . Regan Diller
1 week out Confirmation  of  registration returned to
participating programs Resources: Sample
Event On-site registration Cover Sheet, Sports

Registrations

Please contact the staff liaison for a contact list of Local Coordinators for
registration distribution.

How To Makea  Competition  Registration

1. The first step is to create a Cover Sheet (see following template). The Co ver Sheet should
include contact information, assessments, meals information (if offered), due date and return
address. Please customize this to your event.

2. Special Olympics Wyoming has standard sport-specific registration form s (excel format) that
can be used for any event. These registrations are available on our website or you can request
a copy from the Staff Liaison. Make sure to send out the appropriate sports registrations
depending on th e sports offered at your event. It is your responsibility to distribute these
registrations along with the Cover Sheet you create for your event.

On -Site Registration:

It is important to have on -site registration at your events. Set up a table at a centralized location

where teams can easily find you. Inform teams only their Head Coach or Local Coordinator can check
the entire team in to avoid a crowd at the tabl e
in you can hand out the most updated information, explain any pertine nt information, and make any

last minute scratches.

What should be included at the on -site registration?
# Program or Event Schedule
Meal Plan
Most recent computer print -outs:
o Delegation Report
0 Team Report
o Errors & Exceptions Report
% Any athlete/coach mement o that is being given out (if any)
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Program:

Programs should include a schedule of events, list of athletes and/or teams participating,
management team members, donors/sponsors, maps, in -kind donations, and volunteer groups. An
event progr am isa requirement but is highly recommended for three purposes:
1. It can provide easily accessible information for coaches, athletes and parents (i.e. Schedule of
Events, maps)
2. It can be a nice memento for athletes to remember the event
3. Itis a great place to recognize event donors or Sponsors
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Registration Cover Sheet Template "é;o;ﬁj
<YEARPea Summer Games Ko i
ympics
Cover Sheet Wyoming
Cont act | nf o:
Progr
Name:
Addr e City: Zi
Numbe Emai |
Addr ess
Assessment s:
Number of
Number of Un
Partr
Numberi
Coaches/ Ch
TOTA X Assess
Fe=e
Pl ease estimate total number of meals need
family):
Fri &kébya,t e:Lunch: Di nner (Bangue

Sat ur<dbayt, Br eakf astLunch:

Any Speci al Di et Requests?__
Pl ease return to:
<Your Na me >
<Addr ess >
<Phone>
<Emai |l >
<Fax>

Regi str at<iDoant eDu e :
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E.Computer Responsibilities:
Special Olympics Wyoming provides a Games Management Software (GMS) program Management of GMS,
to be used at Area events. Using GMS for your area games is required. It allows | DataEntry, Create and
appropriate documentation of area games results for proper divisioning at state Distribute Team

games. Reports,

. . . Communication with
Please contact Allison Harker for directions on how to download GMS onto your

computer or for a tutorial on how to navigate and use GMS. Staff Liaison

Staff Liaison: Allison
GMS provides supportive functions: Harker

Status of participant paperwork
Divisioning for competition (see next page for divisioning guide lines)
Ability to create and print heat sheets

Resources: BeSpoke
1.866.244.1187

www.bespoke.com

Time Frame for Computer responsibilities:

2-3 week prior to competition - Receive a games template and updated zip file of area participants via
email from Special Olympics Wyoming.

10 days prior to competition - Receive registration information from Registration Coor dinator and begin
data entry.

1 Week prior to competition - Return information via Team Reports to Local Programs to review. This
allows coaches to review information and double check on data entry. Set a cut -off date and time for
changes/scratches and notify Local Programs.

4-5 days prior to competition - Make appropriate scratches and changes until cut -off time.

3-4 days prior to competition - Division athletes in competition and print reports: Delegation Reports,
Team Rosters, Errors & Exceptions Report, Unofficial Heat Sheets, Official Heat Sheets and Award Labels.

At competition or 1 -2 days after- enter results.

Send results report to Special Olympics Wyoming and distribute results to Local Programs.
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Divisioning

This should be done in conjunction with the Competition Director so you can make decisions
collaboratively and each understands how and why the competition is divisioned in that manner. This is
the area that raises the most questions and is the most vital to the philosophy a nd success of Special
Olympics. Please take a few minutes to read this section.

In keeping with the Special Olympics philosophy, every athlete will be encouraged to perform to the best
of his or her ability, and should have a reasonable chance to excel whi le competing against fellow athletes
of similar ability. Athletes are placed in competition divisions according to the following guidelines:

Athletes are divided into competition based upon their age, ability and gender . Competition divisions
are structur ed to be fair and equitable so all participants, based on performance records, have a
reasonable chance to excel. This definition also applies to team competition.

Age Groups: please use the following age groups for divisioning.( The Staff Liaison can help teach you
how to define the event to automatically put athletes in the appropriate age group)

¥ Ages 815

@ Ages 16-22

% Ages 22 and over
An athlete-s age group is determined by the athle
Ability: in structuring ¢ ompetitive divisions, participants shall be ranked in descending order of
performance. The difference in times or performance scores between the best performing athlete and

the worst in a division shall not normally differ by more than 10 percent.

Gender: because of the possibility of small participant numbers in area events, genders may be combined
in a division to meet minimum n.

Whenever possible a minimum of three athletes should be in each heat, maximum of eight. If there is only
one athlete in a divis ion you may combine either age groups or gender if times are similar. Do what you
feel is best for the competitor.
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E.Vol unt eer s

The Volunteer Coordinator is responsible for recruiting and managing volunteers Responsibilities:
involved in the event. The coordinator will work with other Management Team Volunteer
members to assure the volunteers have the basic skills and knowledge to complete Recruitment &
their assignment. Management
Special Olympics Wyoming believes that volunteers are a key to the continued Staff Liaison:
success of the program. Recruiting volunteers for your event will not only relieve the Arian Currah
Management Team from day -of duties but it also invit es the community to be a part Resources: Day of
of the excitement. Event Volunteer

Registration

Helpful Hints:
¥ Determine the specific volunteer needs for your event
o If you have a history, look at what has been done in the past
o0 Ask each Management Team member to determine what their volunteer needs are
Follow -up with known volunteers
0 Maintain accurate updated lists of all volunteers and volunteer agencies contacted
with names, addresses, phone number and email.
Solicit
o0 Use local newspapers and/or radio stations, websites (coordinate with the Public
Relations Coordinator)
Check with the Chamber for Civic or Service organizations
Schools and Colleges
Youth Organizations
Churches
o Athletic Organizations
Have a plan to follow up with committed volunteers -let them know what they will be doing
and what time to arrive and what to wear
o If they have been asked to do a specific position be sure to schedule time for
orientation, walk through the task and ask questions.
On-site Volunteer Registration is important to check in volunteers (see following example)
and capture important contact information. Day of Event Volunteers are not required to
fill out the official Special Olympics Volunteer Registration form.
" After the event make sure to send out Thank

© O 0O

Special Olympics Wyoming utilizes volunteers to ensure quality services to athletes with regard to
promoting dignity, safety, and respect. Special Olympics Wyoming believes that volunteers of all
ages provide a positive impact on the athletes of Special Olympics.
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Day of Event Volunteer 'g .Fj.';.'

Registration
Special
Olympics
Wyoming Event
Speci al Ol ympi cs Wyomi ng

®Day of Event  Volunteer Registratic

Name Address City State Zip Phone E-Mail
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F.Eval uati on

The Evaluation Coordinator creates, distributes and collects evaluation

materials to participants and key volunteers.

An evaluation is the starti ng point and the finish point for every event.

Consider creating an evaluation for the Event Management Team as well as an
evaluation for athletes, coaches and family members. The process is most
effective when a wide variety of perspectives are included.

It is important to perform evaluations during or immediately following the
event when details and experiences are fresh. Evaluations can be sent in the
follow -up packet to Local Coordinators after the event (coordinate with the

Responsibilities:
Create & Distribute

Event Evaluation

Staff Liaison:

Allison Harker

Resources:
Participant Evaluation

Example

Computer Coordinator). M ake sure to also send a copy to the Staff Liaison to ensure it is available on

the Special Olympics Wyoming website.

Helpful Hints:

An evaluation should be upbeat and constructive!

25




SPECIAL OLYMPICS WYO
EVENT MANAGEMENT SUP

MING
PLEMENT

A
§ﬁ ﬂ
Special
Olympics
Wyoming

Participant Evaluation Example

Speci al Ol ympi cs
Participant

Wyoming Area G
Eval uati on

Please take a few minutes to let us know how you felt about this event. Your input and perspective
is important as we plan for future events. Please circle your ratings for each section and include
written commendations and recommendations also.

Program needs improvement acceptable outstanding
Registrat.

Vol unt e er s needsimprovement acceptable outstanding
Awar ds needs improvement acceptable outstanding
Medi cal needs improvement acceptable outstanding
Competi ti o needsimprovement acceptable outstanding
Me al s needs improvement acceptable outstanding
Signs needs improvement acceptable outstanding
Facil it i es needsimprovement acceptable outstanding
Over all E x needsimprovement acceptable outstanding
Commendati ons

Recommendat.i

Please return to:
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A.Sports Rules Committee

We recommend a rules committee be in place to help process challenges in a
controlled manner. Include a copy of the protest form in packets and be sure
to mention the process during any coaches meeting you may have. Designate
a location that additional forms can be available.

A Coach has an issue with a
specific call during
competition

Sports coach completes the
Protest Form and submits|it
to (Location determined by
‘ Management Team)

Sports Rules Committee

reviews the process and

consults with officials if
necessary

Responsibilities:
Create
Competition

Protest Procedure

Staff Liaison:

Allison Harker

Resources:

Protest Form

Reviews and makes changes
as appropriate

Declines protest

Coach is notified of decision
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ﬂ‘éﬁl\ Special Olympics
Protest Form éué Wyoming

Special Olympics Wyoming will have in place at each Special Olympics competition a Sports Rules
Committee made up of a staff person, representative of the volunteer sports coordinators and a
coach. The Sports Rules Committee will review any protest submitted during the event and
determine:

A. If the protest is accepted and what actions are to be taken or
B. If the prote st is denied.

This form must be submitted to the Sports Rules Committee no later than 30 minutes after the
conclusion of the event being protested.

Date:

Time submitted:

Sport: Event:

Age Group: Division:

Athlete or Team Name:

Local Program:

Reason for Protest:

Signature of Sport Head Coach:

For Committee use:

Decision of Jury/Referee:

Protest Approved:

Protest Denied:

Signed:

Time:
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B.Competition Director

The Competition Director oversees all aspects of competition for each sport
at the event including securing Sports Directors and Venue Directors (if
separate), recruiting the protest committee, monitoring competition and
teams participating.

Competition Director Responsibilities:

Collaborate with and attend committee meetings

Work with Special Olympics Wyoming staff regarding all aspects of
competition

Recruit and oversee sports and/or venue directors

Review and secure facility and/or sport needs

monitors, volunteers, equipment signage, etc.
Assist in the creation of competition schedules for each sport

Ensure sports rules and code of conduct are enforced

Monitor quality of competition

Facilitate coaches meetings with S pecial Olympics Wyoming staff
Develop Sports Rules Committee to respond to protests

= =4 =4 -4 _-9-9 = =4 = = =

Resources Available
1 Orientation provided by Special Olympics Wyoming staff
1 Special Olympics Official Rules
1 Divisioning and bracketing guidelines
1 Team roster and division/heat information

Responsibilities:
Oversees all aspects

of Competition

Staff Liaison:

Allison Harker

Resources: Special
Olympics Official
Rules (available

online)

Oversee the set-up of venues to include awards, medical, officials/judges, scorekeeper, lane

Enforce philosophies of Special Olympics, Inc. and Special Olympis Wyoming
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C.Sports bBirector

Sports Director s oversees all aspects of competition for a particular sport Responsibilities:
durlng the event mclgdmg supervising ~ competit ion, volunt'eers, Oversees all aspects
participants and Venue Directors (if the sport is taking place at multiple iy
locations). There should be a Sports Director for each sport offered at a of Competition for a
competition. particular Sport
Staff Liaison:
Sports Director Responsibilities Allison Harker
1 Collaborate with and attend committee meet ings Resources: Special
1 Review apql secure qul!lty and/or sport needs Olympics Official
1 Act as a liaison to facilities, other committee members and _
participants for a particular sport Ru'_es (avallable
f Coordinate the set -up of venues to include awards, medical, online)
officials/judges, scorekeeper, lane monitors, vol unteers, equipment signage, etc.
1 Assistin the creation of competition schedules for each sport
1 Enforce philosophies of Special Olympics, Inc. and Special Olympics Wyoming
1 Ensure sports rules and code of conduct are enforced
1 Monitor quality of competition
1 Facilitate pre -competition coaches meetings and officials/volunteer meetings during the
event
1 If multiple sport is at locations; recruit, train and supervise Venue Directors to manage
competition
1 Supervise facility set-up and clean up
1 Supervise all competition pertaining to a specific sport
Resources Available
1 Orientation provided by Special Olympics Wyoming staff
1 Special Olympics Official Rules
1 Divisioning and bracketing guidelines
1 Team roster and division/heat information
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D.Venue Dsrector

Venue Director s supervise all aspects of competition fo r a particular venue

. . . . Responsibilities:
if a sport is offered at multiple locations.

Oversees all aspects

Venue Directors Responsibilities: of Competition at a

Collaborate with and attend committee meetings particular Venue
Collaborate with Sport Director and Competition Director on pre - | Staff Liaison:
competition set -up pertaining to a specific facility Allison Harker
Supervise all aspects of competition at a particular venue at the Resources: Special
event

. . . . . . Olympics Official
Assist the Sports Director with event preparations including; set -up

and tear-down, volunteer recruitment/training
Enforce philosophies of Special Olympics, Inc. andSpecial Olympics

Rules (available

online)

Wyoming

Ensure sports rules and code of conduct are enforced

Monitor quality of competition

Facilitate pre -competition coaches meetings and officials/volunteer meetings during the
event with the Sport Director

Supervise facility set -up and clean up

Supervise competition at a specific venue

= = = =4 = = = = = =

Resources Available
1 Orientation provided by Special Olympics Wyoming staff
1 Special Olympics Official Rules
1 Divisioning and bracketing guidelines
1 Team roster and division/heat information
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