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"Let me win.  But if I cannot win,
let me be brave in the attempt."

General Information

The following outlines general information for volunteers at the Area M Special Olympics Games at Messiah College.

All Volunteers

· Competition volunteers should report by 8:30 AM on the day of the Games.  This may seem early, but we need to get the volunteers onsite, and out of the way of all of the buses arriving on campus just before the Games.

· Parking is available at the Messiah College “Rec fields”.  You will need to drive to Messiah via Rt 15/Lisburn Road exit.  Head east on Lisburn Road, straight through Mill road intersection, then turn right on Grantham Road to enter the Messiah campus.  Campus Security will direct you to the volunteer parking on the “Rec fields”.  You will need to park, and then use the shuttle bus or walk to the event site.  All areas on campus need to be kept clear to provide a safe unloading/loading area for athletes on buses.  It would be a good idea to carpool with other volunteers, if possible.

· Lunch will be provided for all volunteers.  Since it is difficult for competition volunteers to leave their assignments, lunches will be delivered.  However, please try to be understanding about when the lunch arrives.  Other volunteers are responsible for distribution of lunches to ALL competition areas, not just yours.  

· We will try to have water available at all competition areas.  If water is not available at your competition area, there will be water available at the Sports Medicine tables (in each corner of the track, near the Softball Throw event, in Olympic Village, in the Demo Sports area, and at the pool).  Sports Medicine tables are marked by First Aid flags.  In addition, it may not be a bad idea for you to bring a water bottle or something similar along to the Games.

· Volunteers are expected to be able stay at their posts at least until their area is closed for the day.  This can be as late as 1:30 PM.  Please do not leave your competition area without “permission” of one of the Competition Directors.  If you must leave early, please let us know so we can re-staff that area, if need be.
· If you have a problem that you are unable to solve, please go to the Information Tent in Olympic Village or the Information Table in the center of the track.  These Information areas have direct contact with all the Management Team members to help resolve any problems.

· If you arrive early and want to help set up, please contact one of the Competition Directors, or anyone else from the Management Team (in a different color shirt than other volunteers – the color changes each year).  We could use your help!

· After closing your area, all larger items, including tables, chairs, and award stands need to be carried to the edge of the infield and the track.  A truck will be used to pick up these items after most people have left the area.  If you are able to help carry any of these items, please do!  The closest edge of the track is fine.  All field event equipment should be returned to the Information Tent in Olympic Village.
· If you are able to help clean up after the games, please do!  

· Also, all trash should be picked up and thrown in any trashcan or trash bag you can find.

· You may find it helpful to go to the bathroom before the Opening Ceremonies begin.  It is often difficult for competition volunteers to leave their assignments once the Games begin.

· Sunscreen and chapstick have been found to be helpful, if you mind the sun and/or wind for long periods of time.

Aquatics Volunteers

· Competition volunteers assigned to positions at the pool should report directly to the pool and check in with one of the Aquatics Competition Directors.  The pool is located in Sullenberger Hall.

Track Volunteers

· Competition volunteers assigned to positions at the track should first check-in with the Corner Coordinator in their assigned color corner.  Once enough volunteers have checked-in, your group should practice their duties by performing walkthroughs (once your equipment arrives with the Corner Coordinator).

· Volunteers assigned to the Blue Corner should first report to Anderson Field for the wheelchair races.

· Competition Training Documents can found with the equipment checked out by the Corner Coordinator, in case you forget how you are supposed to perform your duties.

· If you have any questions, please see one of the Corner Coordinators or a Competition Director.
· At the end of the day, any equipment checked out by the Corner Coordinators should be returned to them, so that everything is kept together and can be inventoried.

· If you are assigned to the Blue Corner, your events will finish early.  It would be very helpful, if you could assist in keeping the track clear during the longer races.  The first place your help is needed is between the Green and Red Corners during the 200m Dash events.

· If you are assigned to the Green Corner, your events will finish after the 200m Dash.  It would be very helpful, if you could assist in keeping the track clear during 400m Dash events.

· If you are assigned to the Yellow Corner stager, you will have a break after the 100m Walk events.  You will be needed to help stage the 400m Dash events, shortly before the 200m Dash events finish, so please don’t go far after the Walks.  Listen for the appropriate event call from the press box.

Field Event Volunteers

· Competition volunteers assigned to positions at a Field Event should report to their assigned competition area upon arrival.  The exception to this is for volunteers who are Recorders for the Field Event.  Recorders should first report to the Information Tent in Olympic Village to sign-out the equipment needed for their event.

· Competition Training Documents can be found in the Field Event Recorders’ notebooks.

· Field events can begin as soon as the event is adequately staffed.  Athletes can compete in Field Events before Opening Ceremonies, or throughout the day.  As the time for Opening Ceremonies nears, feel free to go to the track to observe, but PLEASE report back to your area promptly after Opening Ceremonies.  Do not leave any expensive equipment (including tape measures) unattended.  
· It is important that at least one station of each field event remain open until 2:00 PM.  The results from the field events are for qualification at state games.  In the past, field events have closed early and athletes were looking to compete in closed field events at the end of the day.   A closed field event may result in an athlete not being able to participate in the field event at State games.   

· There is no designated time for any athlete to compete in any field event.  An athlete may leave a field event to compete in other events between attempts (e.g. between taking the designated number of jumps at the Standing Long Jump).  However, this practice is not recommended, except for perhaps the High Jump.  The athlete should return to the same location as soon as possible to complete the event.

· Please return all equipment, including signs and sign posts to the Information Tent in Olympic Village after the Games conclude.
At the Track

Track Corner Coordinator 
A Track Corner Coordinator will be assigned to each corner of the track in which events are begun (Yellow, Green, and Blue).  Track Corner Coordinators are responsible for the following duties:

1. Retrieve all of the equipment required for your corner’s track competition from the Information Tent in Olympic Village.    The equipment crate contains:

· Checklist of included equipment for Corner Coordinator.  Contact one of the Competition Directors if you are missing any equipment.

· Volunteer List for Corner Coordinator to “take attendance” and ensure your area is adequately staffed, as well as to answer questions from volunteers.  Ensure you have enough volunteers at the starting line area and at the finish line area for your Corner.

· Track volunteer position training document for Corner Coordinator to answer any questions from volunteers, and to use for practice walkthroughs.

· Heat sheets on clipboard for your starting line for Head Stager.

· Heat sheets on clipboard for your starting line for Starting Line Stager.

· Heat sheets on clipboards for your finish line for 2 Recorders.

· Clipboard for Scratch Stager.

· Pencils for recording results for 2 Recorders.

· Pencils for use by Starting Line Stager.

· Pencils for use by Assistant Stagers.

· Athlete By Number Report for Assistant Stagers to answer questions from Athletes and Buddies about heats, lane assignments, etc.

· Bullhorn(s) for Head Stager (a second bullhorn may come from Athlete Registration when they are done).

· Bullhorn for Escort Coordinator, if available.

· 2 Headsets/walkie-talkies for Starting Line Stager.

· 2 Headsets/walkie-talkies for Recorders (1 for use by both Recorders).

· Starting gun for Starter.

· Caps for starting gun for Starter.

· Starter sleeves for Starter.

· Whistle for Starter.

· Ear plugs for the Starter.

· Stopwatches for Timers.

· Finish line tape for Finish Line Holders.

· Flags for Escorts (some may come from Athlete Registration when they are done with them).

· 2 trash bags (tie to the outside of the fence - one near the starting line and one near the finish line, for trash)

2. Use the volunteer list to “take attendance” and ensure that you have enough volunteers, both in your starting area and at your finish line area.  Notify one of the Competition Directors, if an area is understaffed.

3. Distribute equipment to appropriate volunteers in your area.

4. Ensure the corner is run smoothly and efficiently.  There are many heats to run in a very limited amount of time.  Things must move as quickly as possible.

5. Perform walkthroughs with your volunteers, prior to the start of competition, in order to provide practice for your volunteers.  Ensure all volunteers understand their responsibilities.  Provide any training to volunteers, as needed.

6. At the end of the day, collect all equipment and return to the Information Tent in Olympic Village.

Stagers

Stagers are responsible for organizing athletes by heat and ensuring they are in position to run their race at the appropriate time.  Many stagers will be assigned to each corner of the track with a starting line.  Be sure you know what color you are assigned.  There are three types of stagers as described below.

Head Stager 

1. Get clipboard with heat sheets from the person in charge of your event.

2. Use the bullhorn to keep athletes and buddies back from the staging and starting areas and to announce the event being staged.  Only athletes currently being staged and their buddies should be allowed near the staging area.

3. Use the bullhorn and heat sheets to announce the event, age group, heat number, participating athlete names and numbers, and lane assignments ONE AT A TIME for each heat.

4. As you complete the announcing of a heat, give the heat sheet to an Assistant Stager to line up the athletes.

5. Continue staging the next heat, repeating the steps outlined above.

Try to have at least 5 heats lined up waiting to run.  If at least 5 heats are staged, use the bullhorn to call athletes missing from the staged heats (check with Assistant Stager for names).

DO NOT COMBINE HEATS OR CHANGE LANE ASSIGNMENTS, without the permission of the Corner Coordinator.  If this is done, it is IMPERATIVE that the Recorder is aware of the change, and still scores the race as separate heats, on separate Heat Sheets.
Walk-on athletes (those not printed on the heat sheets) and athletes who missed their assigned heat should not be "inserted" with other heats.  If time permits at the end of the day, walk-on/late arrival heats will be run after the final event in each corner.

Assist anyone with questions or problems as much as possible.  Persistent problems should be referred to the Information Table in the center of the track field.

At the end of the day, return all equipment to the Corner Coordinator. 

Assistant Stager

1. Receive heat sheet from Head Stager after the heat has been announced.  Use the heat sheet to place athletes in their assigned lanes.  

2. You will receive a Scratch List from Athlete Registration.  Use this list to determine athletes who are not present that day.  This can cut down on time wasted trying to fill heats with athletes who are not there.  A clipboard will be available for the Scratch List.

3. Repeatedly call for missing athletes until just before the heat is ready to run.  A second bullhorn may be available in your corner for this purpose.  If possible, a volunteer separate from the Head Stager will be available to announce and locate missing athletes.

4. Ensure athletes remain in their staged heats.  DO NOT ALLOW ATHLETES TO MOVE INTO HEATS IN FRONT OF THEM WHEN A LANE IS EMPTY.
5. Keep the staging and starting line areas clear of all athletes and buddies, except for those currently being staged and those currently running. 

6. Assist the Head Stager and Starting Line Stager, as needed.

7. As the Head Stager moves from calling one event/age group to the next, move the pointer on the event sign, so it points to the event/age group currently being staged.

Walk-on athletes (those not printed on the heat sheets) and athletes who missed their assigned heat should not be "inserted" with other heats.  If time permits at the end of the day, walk-on/late arrival heats will be run after the final event in each corner.

Assist anyone with questions or problems as much as possible.  Persistent problems should be referred to the Information Table in the center of the track field.

Starting Line Stager

1. Get clipboard with heat sheets from the person in charge of your event.

2. Get 2 headsets/walkie-talkies to communicate with the Recorders.  One is to use, one is a backup.  Test these thoroughly before the races begin.

3. Ensure all athletes are present for the heat.

4. Tell each athlete to stay in his or her lane and to listen to the Starter for the starting commands.

5. Ensure all athletes are behind the starting line.

6. Use the headset/walkie-talkie to notify the Recorder of scratches from the heat, and to confirm that Timers and Finish Line Holders are ready for the heat to be run.

7. Inform the Starter when the heat is ready to be run.  Inform the Starter if a whistle is to be used instead of the gun.

8. Continue staging the next heat, repeating the steps outlined above.

If you are staging the 100M Walk or 50m Walk, remind each athlete to walk, not run.

If you are staging Assisted Wheelchair events, remind Buddies not to push too fast.  We don’t want anyone to fall.

Walk-on athletes (those not printed on the heat sheets) and athletes who missed their assigned heat should not be "inserted" with other heats.  If time permits at the end of the day, walk-on/late arrival heats will be run after the final event in each corner.

Assist anyone with questions or problems as much as possible.  Persistent problems should be referred to the Information Table in the center of the track field.

At the end of the day, return the return all equipment to the Corner Coordinator.

Starter 
Starters are responsible for beginning the race after ensuring participants are in line and are ready to compete.  One starter will be assigned to each corner of the track with a starting line.  Be sure you know what color you are assigned.  

1.  Get starting gun, blanks for gun, 2 starter’s sleeves, ear plugs, and whistle from the person in charge of your event.

2.  Load the starting gun with blanks.

3.  Use ear plugs.  Repeated firings of the starting gun can be damaging to unprotected ears.

4.  Wear a bright colored starter’s sleeve on EACH arm.  Wearing a sleeve on your arm firing the gun helps protect your arm.  Wearing a sleeve on your arm not firing the gun helps the timers see when the race begins by being able to see your arm drop.

5.  Ensure participants are ready and behind the starting line.  The Starting Line Stager will indicate to the Starter when the participants for the heat are ready and when the volunteers at the Finish Line are ready.

6.  Give the "Take your mark" command to the participants and raise the gun above your head.

7.  Give the “Set” command and raise your other arm.

8.  Fire the gun and drop the arm not holding the gun at the same time.

If any athlete is off balance during the above steps, stop the sequence and begin again.

If any athlete jumps the gun, a second shot should be fired, indicating a false start.  Athletes should return to their lanes and the sequence begins again.

Do not hold athletes too long after the "Set" command.  

If there is an athlete in a heat who is afraid of the starting gun, a whistle may be used instead.

At the end of the day, return all equipment to the Corner Coordinator.

Recorder 
Recorders are responsible for recording the athletes' times as each race finishes.  Two Recorders will be assigned to each corner of the track with a finish line.  Be sure you know what color you are assigned.

The two Recorders should work together so that while one Recorder is getting times (and possibly places), the other Recorder is communicating with the Starting Line Stager to get the next heat ready to go.

1.  Get the clipboards of heats from the person in charge of the event.

2.  Get 2 headsets/walkie-talkies to communicate with the Starting Line Stager.  One is to use, one is a backup.  Test these thoroughly before the races begin.  One headset/walkie-talkie will be used by both Recorders.

3.  Check with the Starting Line Stager to be sure you have the same athletes in the heat.  Note any scratches and empty lanes by drawing a line through the lane on your heat sheet.  Ensure that the line drawn goes through the time field, so that you do not inadvertently record a participating athlete's time in the wrong area.

4.  Inform the Timers and Finish Line Holders when the heat is about to begin.

5.  Contact the Starting Line Stager when the Timers are ready.

6.  As the runners finish, the Timers will report their times for each lane.  Record the time (in 0:00.00 - minutes:seconds.tenths/hundredths) next to the athlete's name on the heat sheet.

7.  After all times have been reported, indicate the first three places as verified by the Place Judges.  If possible, the Place Judges may be able to provide additional places for the heat.  DO NOT RECORD ANY PLACES EXCEPT THOSE DETERMINED BY THE PLACE JUDGES.  Any places not determined by the Place Judges will be determined at the Ribbon-writing Table.  If there are no Place Judges at all, leave the place column blank.
8.  Lane Officials will inform you of any disqualified athletes.  A disqualification should be marked with “DQ,” not a time, in the Time field on the heat sheet.  A disqualified athlete will not receive a place position.  This athlete will be awarded a Participation Ribbon.

9.  When the sheet is finished, work with the Escort Coordinator to give the heat sheet to appropriate Runner who will take it to the Ribbon-writers table. 

10.  Prepare for the next race.

Generally, you should not write in any athlete name on an existing heat sheet.

Walk-on athletes (those not printed on the heat sheets) and athletes who missed their assigned heat should not be "inserted" with other heats.  If time permits at the end of the day, walk-on/late arrival heats will be run after the final event in each corner.

At the end of the day, return all equipment to the Corner Coordinator.

Timer 
Timers, using a stopwatch, are responsible for recording the time for a particular athlete in an assigned lane. At least eight Timers will be assigned to each corner of the track with a finish line.  Be sure you know what color you are assigned.   A Head Timer, or the Recorder, will assign a Timer to each lane.  Prior to the start of competition, the timer must learn how to start, stop and reset the stopwatch and how to read the stopwatch to the hundredth of a second.

1. Get stopwatches from the person in charge of the event.

2. Each timer must know his or her lane assignment and if there is an athlete in the lane for the current race.

3. Watch the Starter to know when to start your stopwatch.    

Help ensure other timers are ready for the start of the race.  This is usually done by declaring “Gun’s up!” loud enough for the other timers to hear.

The Starter will raise his/her arm with the gun and say "Runners, take your mark".  The Starter will raise the other arm and say "Set".  The Starter will then fire the gun, or blow a whistle, and drop the free arm to start the race.

4. When you see the smoke from the gun or see the starter’s free arm drop, start the watch.  DO NOT WAIT FOR THE SOUND OF THE GUN/WHISTLE.  Watch for the smoke/arm drop.  

5. Stop the watch when the runner's torso crosses the finish line.  For wheelchair event, stop the watch when the front wheels cross the finish line.

6. Give the athlete's name/number and finishing time to the recorder.  Report the time in 0:00.00 - minutes:seconds.tenths,hundredths.  Do not report the places of the athletes!

7. Reset the watch, and prepare for the next race.

The above steps should take no more than 3 - 7 minutes per heat, depending on the distance of the race.

At the end of the day, return all equipment to the Corner Coordinator.

Place Judge / Lane Official

Place Judges visually determine first, second, and third places in coordination with the timers' results.  Up to three Place Judges may be assigned to each corner of the track with a finish line.

Lane Officials will watch for any rules violations that would result in disqualification.    Up to three Lane Officials will be assigned to each corner of the track.  Be sure you know what color you are assigned.  If there is a shortage of volunteers, you may be asked to perform the duties of both the Place Judge and Lane Official, or you may be moved to another position entirely.

Disqualification rules include:

· No one may assist an athlete in a race.

· No one may run beside an athlete to coach him or her.

· Athletes must walk, not run, in the 100M Walk and 50m Walk.  A disqualification should occur if an athlete runs and gains an advantage.

· Athletes must not leave their assigned lane and impede the progress of another athlete.

Place Judges should follow these steps:

1.  Determine with the other Place Judges who will watch for first, second, or third places.

2.  Following the heat, confer with the other Place Judges and agree upon the results.

3.  Inform the Recorder of the places.

Places beyond third can be determined if possible.  However, it is most important that first, second and third places are determined immediately.

Lane Officials should follow these steps:

1. Inform the Recorder of any disqualified athletes.

2. Inform an athlete’s Buddy of any disqualification of the athlete, if the Buddy can be located.

Finish Line Holder 
A Finish Line Holder, with a partner, holds the finish line tape across the lanes of the track.  Two Finish Line Holders will be assigned to each corner of the track with a finish line.  Be sure you know what color you are assigned.  

1. Get the finish line tape from the person in charge of the event.

2. With a partner, position yourself at the finish line, and hold the finish line tape at waist level, across all lanes of the track.  Both Finish Line Holders should be off of the track itself.  The tape should be in place for the start of the race.

3. Coordinate with your partner as to who will release the tape as the first runner crosses the finish line.  Do not allow the athlete to “break the tape”.  You must let go of the tape as the athlete crosses the finish line.
4. After all runners have completed their heat, immediately reset the finish line tape and be ready for the next race.

Escort Coordinator

Escort Coordinators are responsible for coordinating with the escorts and runners where the next heat of athletes will be sent to receive their ribbons.  One Escort Coordinator is assigned to each corner with a finish line.  Be sure you know what color you are assigned.

1. Get a pencil and the Awards Area Assignment Report on a clipboard from the person in charge of the event.

2. Before each heat is started, look to each awards area to see which area is least crowded.  This should be the area where the next heat is sent to receive their ribbons.  Awards areas are called by their color (Yellow, Blue, Green, Red, Pink).  The awards stand is painted this color, except for Pink.  The Pink awards area will have pink balloons.
3. Write the chosen awards area for the heat on the Awards Area Assignment Report.

4. Choose which Escort and which Runner will handle this heat.

5. Inform the Escort and Runner handling the heat which area will be used for awards, by indicating the color of the awards area.  The Escort should get a flag of that color to carry to the awards area that will be used.

6. At the completion of each race, assist the Escort in quickly rounding up the athletes from the race, along with their Buddies, and send them with the Escort to the chosen awards area.  When rounding up the athletes and Buddies, point out which flag the Escort they should follow is holding.  Other Escorts and Runners should assist in the rounding-up process.

Escort  
Escorts are responsible for "rounding up" athletes, and their Buddies, and escorting them to the awards presentation Area.  Five Escorts are assigned to each corner with a finish line.  Be sure you know what corner color you are assigned.

1. Get the Escort Flags from the person in charge of the event’s starting corner, or they may be brought from Athlete Registration, or they may already be at your finish line.

2. Wait at the finish line.  The Escort Coordinator will inform the Escort which awards area to use, by indicating the color of the awards area.  Awards areas are called by their color (Yellow, Blue, Green, Red, Pink).  The awards stand is painted this color, except for Pink.  The Pink awards area will have pink balloons.
3. Get a flag of that color to carry to the awards area that will be used.  Carry the flag straight up-and-down.  Be careful!

4. At the completion of a race, quickly round up the athletes from the race, and their Buddies, and escort them to the chosen awards area.

5. Wait in the awards area until a Runner brings the ribbons for your race and turns them over to you.

6. Turn over the ribbons to the Awards Presenter or the Presenter’s Assistant, when they are ready for them. The Presenter or the Presenter’s Assistant will be wearing an orange vest.
7. Return to the finish line as quickly as possible to assist in the next "round up".

All Escorts can help round up the athletes, but only one Escort should accompany the athletes to the Awards Staging Area.

Buddies should accompany athletes during the awards presentation.

At the end of the day, return all equipment to the Corner Coordinator.

Runner

Runners are responsible for taking completed heat sheets to the Ribbon-writers, waiting for the completed ribbons, and transporting the ribbons to the appropriate escort in the agreed upon awards area.  Three to five Runners are assigned each corner with a finish line.  Be sure you know what corner color you are assigned.

1. Wait at the finish line.  The Escort Coordinator will inform the Runner which awards area to use, by indicating the color of the awards area.  Awards areas are called by their color (Yellow, Blue, Green, Red, Pink).  The awards stand is painted this color, except for Pink.  The Pink awards area will have pink balloons.  Note which Escort you are paired with.

2. When a race is completed take the heat sheet with complete results from the Recorder to the Ribbon-writing table located in the center of the track field.

3. Wait at the table for the ribbons to be written.  

4. Take the ribbons to the agreed upon awards area and turn them over to the Escort in charge of the athletes from that race.  The Escort will turn over the athletes and the ribbons to the awards presenter for the presentation.

5. Return to the finish line to begin again.

Periodically check the unclaimed ribbon boxes in each awards presentation area.  If any ribbons are in the boxes, take them to the Unclaimed Ribbons table in the center of the track field.

In the Field

High Jump

High Jump Coordinator

The High Jump Coordinator is responsible for assisting the Recorder/Stager in all duties.

High Jump Recorder/Stager 
The Recorder/Stager is responsible for recording the height jumped for each athlete.  

1. Retrieve all of the equipment required for the High Jump competition area from the Information Tent in Olympic Village.    Equipment includes:

· Checklist of included equipment for High Jump Coordinator.  Contact one of the Competition Directors if you are missing any equipment.

· Volunteer List for High Jump Coordinator to ensure your area is adequately staffed, as well as to answer questions from volunteers.

· Notebook of athletes registered for the High Jump and Pentathlon High Jump events.

· Clipboard with notebook paper, for tracking the High Jump event.

· Pencils for recording results.

· Tape Measure.

· High jump equipment (at field already).

· Mats (at field already).

2. The notebook lists participating athletes in the High Jump and Pentathlon High Jump events.  Athletes not found in the notebook should be written on the blank pages in the back of the notebook.  Check both event listings before writing in an athlete.  Care should be taken to correctly record the athlete’s track number.  If possible, the athlete’s name and school should be noted as well.  But it is most important to record the track number.

3. Check-in athletes in the High Jump staging area.

4. Announce the current athlete and the on-deck athlete.

5. An athlete has 3 attempts to make each height.  Record the height for each jump including misses, departure heights, and re-entry heights as follows:

· If the first height is made, raise the bar.  If missed, record the height.

· On a second attempt, if made, erase the height and raise the bar.  If missed, put a slash.

· On a third attempt, if made, erase the height and raise the bar.  If missed, circle the height.  This is the height the athlete went out at.

· A jumper must miss 3 consecutive times at a height before he/she is considered out of the competition.

· A jumper may pass on a height, if he/she prefers to wait until the bar is raised to a height closer to ability.

6. Record the results in meters and centimeters (0.00).  A disqualified jump still counts as an attempt.  RESULTS MUST BE RECORDED IN METRIC.
Every time an athlete leaves the event (to compete in another event before they are finished with the high jump) the height must be recorded.  This is the height the bar will be reset to when the jumper returns to the competition.

At the end of the day, collect all equipment, except the mats and high jump bar, but including the High Jump Sign and the signpost,  and return to the Information Tent in Olympic Village.  

High Jump Judge

The High Jump Judge is responsible for determining when a jump is valid or should be disqualified.  Disqualifications should be made when the athlete uses a two-footed take-off, or when the athlete dives over the bar.  A violation disqualifies the jump, but the disqualified jump still counts as an attempt.  Disqualifications should be reported to the Recorder.

High Jump Bar Setter

This volunteer replaces the bar when an athlete knocks it off.  When all jumpers have completed a height, the bar is raised 2 centimeters at a time.

High Jump Mat Guard

This volunteer ensures the high jump mats are set before each jump.  Mats should be adjusted as needed, based on the athlete’s jumping angle.  Do not stand behind the mats as the athlete jumps!  Stand off to the side, and then adjust the mats after the jump.

Running Long Jump 

Running Long Jump Coordinator

The Running Long Jump Coordinator should make sure that each athlete knows where he or she must take off from without fouling, prior to his or her first jump.  The Running Long Jump Coordinator is also responsible for assisting the Recorder/Stager and Traffic Controller in all duties, when available.

Running Long Jump Traffic Controller 
The Running Long Jump Traffic Controller is responsible for ensuring that athletes waiting to compete in the Running Long Jump are evenly distributed among the two competition areas.  If one area has an excessive number of athletes waiting to compete, send some to the other less-crowded area.

Running Long Jump Recorder/Stager 
The Running Long Jump Recorders are responsible for recording the distance jumped for each athlete.

1. Retrieve all of the equipment required for the Running Long Jump competition area from the Information Tent in Olympic Village.  Equipment includes:

· Checklist of included equipment for Running Long Jump.  Contact one of the Competition Directors if you are missing any equipment.

· Volunteer List for Running Long Jump to ensure your area is adequately staffed, as well as to answer questions from volunteers.

· Notebook of athletes registered for the Running Long Jump and Pentathlon Running Long Jump events.

· Pencils for recording results.

· Tape Measure.

· Flags for marking spot of each jump.

· Rake (at field already).

2. The notebook lists participating athletes in the Running Long Jump and Pentathlon Running Long Jump events.  Athletes not found in the notebook should be written on the blank pages in the back of the notebook.  Check both event listings before writing in an athlete.  Care should be taken to correctly record the athlete’s track number.  If possible, the athlete’s name and school should be noted as well.  But it is most important to record the track number.

3. Instruct the athlete to jump three separate times, ensuring that the athlete's feet do not cross the front of the toe board during the approach. 

4. Record the distance for each jump, up to three attempts.  Record the results in meters and centimeters (0.00).  RESULTS MUST BE RECORDED IN METRIC.  A disqualified jump still counts as an attempt.  “DQ” should be entered as the distance.  When the Running Long Jump area is busy, only measure and record the longest legal jump.

5. Circle the greatest distance of the three attempts for each athlete.

At the end of the day, collect all equipment, except the rakes, but including the Running Long Jump Sign and the signpost, and return to the Information Tent in Olympic Village.

Running Long Jump Judge

The Running Long Jump Judge is responsible for determining when a jump is valid or should be disqualified.  Disqualifications should be made when the athlete takes-off past the front of the toe board (or duct tape at the end of the runway used as a toe board) during the approach.  A violation disqualifies the jump, but the disqualified jump still counts as an attempt.  Disqualifications should be reported to the Recorder.

Running Long Jump Marker

As each athlete jumps, this volunteer marks the landing spot to give the athlete a target to beat for the next jump.  Use flags to mark each spot.

The jump is marked by where the closest body part to the take-off line lands.  For example: If an athlete lands on their feet and falls forward, the jump is marked at the heel.  If an athlete jumps forward, lands, and falls backwards and their fingertips touch the ground closet to the take-off line, the jump is marked at the fingertips.

Running Long Jump Measurer

This volunteer measures the distance of each jump.  The distance is measured from the mark to the front of the toe board (the front of the take-off line).  The distance, in meters and centimeters (0.00), is reported to the Recorder.  RESULTS MUST BE RECORDED IN METRIC.  When the Running Long Jump area is busy, only measure and record the longest jump.

Running Long Jump Raker

After a jump is made, this volunteer first ensures the marker is put in to mark the jump.  Then, the Raker will rake the landing area (sand) to provide a smooth surface.  This is repeated after each jump.  Be sure not to disturb the flags marking the jumps.







(Footprints)

Place Flag at closest point to Toe Board/Take-off Line



Toe Board/Take-off Line


Measurement from start of Toe Board/Take-off Line to flag.  This example shows where the athlete’s footprints were the closest point to the take-off line.

Shot Put

Shot Put Coordinator

The Shot Put Coordinator is responsible for assisting the Recorder/Stager/Judge in all duties.

Shot Put Recorder/Stager/Judge 
Recorders are responsible for recording the distance each athlete puts the shot.  

1. Retrieve all of the equipment required for the Shot Put competition area from the Information Tent in Olympic Village.  Equipment includes:

· Checklist of included equipment for Shot Put Coordinator.  Contact one of the Competition Directors if you are missing any equipment.

· Volunteer List for Shot Put Coordinator to ensure your area is adequately staffed, as well as to answer questions from volunteers.

· Notebook of athletes registered for the Shot Put, Pentathlon Shot Put, and Wheelchair Shot Put events.

· Pencils for recording results.

· 3 different size shots
· 4 lb. Shot Put – Females under 12 years of age and Wheelchair Short Put participants
· 6.6 lb. Shot Put – Females 12 years of age and older and Males under 12 years of age

· 8.8 lb. Shot Put – Males 12 years of age and older
· Flags for spot of each put (throw).

· Tape Measure.

2. The notebook lists participating athletes in the Shot Put, Pentathlon Shot Put, and Wheelchair Shot Put events.  Athletes not found in the notebook should be written on the blank pages in the back of the notebook.  Check all three event listings before writing in an athlete.  Care should be taken to correctly record the athlete’s track number.  If possible, the athlete’s name and school should be noted as well.  But it is most important to record the track number.

3. Instruct the athlete to put (throw) the shot three separate times, ensuring that both of the athlete's feet remain behind the foul line (athlete’s feet may not go over the white line or the white throw board) for each attempt.

4. It is the Recorders job to watch the line.  A line violation disqualifies the throw, but the disqualified throw still counts as an attempt.

5. Record the distance for each attempt, up to three attempts.  Record the results in meters and centimeters (0.00).  RESULTS MUST BE RECORDED IN METRIC.  When the Shot Put area is busy, only measure and record the longest throw.

6. Circle the greatest distance of the three attempts for each athlete.

At the end of the day, collect all equipment, including the Shot Put Sign and the signpost, and return to the Information Tent in Olympic Village.

Shot Put Marker

As each athlete competes, this volunteer marks the spot with a flag where each throw lands, in order to give the athlete a target to beat for the next attempt.

Shot Put Measurer

This volunteer measures the distance of each put (throw).  The distance is measured from the foul line (front of white line or throw board) to the landing point of the shot.  The distance, in meters and centimeters (0.00), is reported to the Recorder.  RESULTS MUST BE RECORDED IN METRIC.  When the Shot Put area is busy, only measure and record the longest throw.

Shot Put Retriever

This volunteer retrieves and returns the shot to the athlete after each throw.



Place flags where shots land















Foul line / white line / throw board

Measure from foul line (front of white line or throw board) to the flag

Softball Throw 

Softball Throw Traffic Controller

The Traffic Controller is responsible for ensuring that athletes waiting to compete in the Softball Throw are evenly distributed among the three competition areas.  If one area has an excessive number of athletes waiting to compete, send some to another less-crowded area.

Softball Throw Recorder/Stager 
Recorders are responsible for recording the distance each athlete throws the softball.  

1. Retrieve all of the equipment required for the Softball Throw competition area from the Information Tent in Olympic Village.  Equipment includes:

· Checklist of included equipment for Softball Throw.  Contact one of the Competition Directors if you are missing any equipment.

· Volunteer List for Softball Throw to ensure your area is adequately staffed, as well as to answer questions from volunteers.

· Notebook of athletes registered for the Softball Throw event.

· Pencils for recording results.

· 3 softballs.

· Flags or other markers to mark the spot of each throw.

· Tape Measure (long).

· Rag to wipe off balls.

2. The notebook lists participating athletes from in the Softball Throw event.  Athletes not found in the notebook should be written on the notebook paper pages in the back of the notebook.  Care should be taken to correctly record the athlete’s track number.  If possible, the athlete’s name and school should be noted as well.  But it is most important to record the track number.

3. Instruct the athlete to throw three separate times, ensuring that both of the athlete's feet are behind the foul line (white line).  The athlete may take a running start, but cannot cross the foul line. The Recorder watches this line, and a line violation disqualifies the throw.  A disqualified throw still counts as an attempt.

4. Record the distance for each throw, up to three attempts.  Record the results in meters and centimeters (0.00).  RESULTS MUST BE RECORDED IN METRIC.  When the Softball Throw area is busy, only measure and record the longest throw.

5. Circle the greatest distance of the three attempts for each athlete.

If your area has a long line and another does not, send some athletes to that other area to compete.

At the end of the day, collect all equipment, including the Softball Throw Sign and the signpost, and return to the Information Tent in Olympic Village.

Softball Throw Marker

This volunteer marks the spot of each throw with a flag, or other marker when the event is not held on natural grass, in order to give the athlete a target for the next throw.

Softball Throw Measurer

This volunteer measures the distance of each throw.  The distance is measured from the foul line (white line) to the landing point of the softball (where the flag/marker is located).  The distance, in meters and centimeters (0.00), is reported to the Recorder.  RESULTS MUST BE RECORDED IN METRIC.  When the Softball Throw area is busy, only measure and record the longest throw.

Softball Throw Retriever (Shagger)

This volunteer retrieves the softballs as they are thrown and sets them aside until all three attempts are completed.  Wipe the balls off with the rag, if they are wet.  The balls are then returned to the throwing area.

























Place flags where softballs land






















Measure from back part of foul line to the flag/marker

Standing Long Jump 

Standing Long Jump Coordinator  
The Standing Long Jump Coordinator is responsible for ensuring that athletes waiting to compete in the Standing Long Jump are evenly distributed among the four competition areas.  If one area has an excessive number of athletes waiting to compete, send some to another less-crowded area.  The Standing Long Jump Coordinator is also responsible for assisting the Recorder/Stager in all duties, when available.

Standing Long Jump Recorder 
Recorders are responsible for recording the distance jumped for each athlete.  

1. Retrieve all of the equipment required for the Standing Long Jump competition area from the Information Tent in Olympic Village.  Equipment includes:

· Checklist of included equipment for Standing Long Jump.  Contact one of the Competition Directors if you are missing any equipment.

· Volunteer List for Standing Long Jump to ensure your area is adequately staffed, as well as to answer questions from volunteers.

· Notebook of athletes registered for the Standing Long Jump event.

· Pencils for recording results.

· Chalk, or popsicle sticks when the event is not held on natural grass, to mark jumps.

· Spray bottle to wipe off marks, when chalk is used.

· Rag to wipe off marks, when chalk is used.

· Tape Measure.

2. The notebook lists participating athletes in the Standing Long Jump event.  Athletes not found in the notebook should be written on the blank pages in the back of the notebook.  Care should be taken to correctly record the athlete’s track number.  If possible, the athlete’s name and school should be noted as well.  But it is most important to record the track number.

3. Instruct the athlete to jump three separate times, ensuring that both of the athlete's feet are behind the line at the start of each jump.

4. Record the distance for each jump, up to three attempts.  Record the results in meters and centimeters (0.00).  Disqualified jumps still count as attempts.  RESULTS MUST BE RECORDED IN METRIC.  When the Standing Long Jump area is busy, only measure and record the longest jump.

5. Circle the greatest distance of the three attempts for each athlete.

At the end of the day, collect all equipment, including the Standing Long Jump sign and the signpost, and return to the Information Tent in Olympic Village.

Standing Long Jump Judge

The Standing Long Jump Judge is responsible for determining when a jump is valid or should be disqualified.  Disqualifications should be made when one or both of the athlete’s feet are not behind the line at the start of each jump.  A violation disqualifies the jump, but the disqualified jump still counts as an attempt.  Disqualifications should be reported to the Recorder.

Standing Long Jump Marker

As each athlete jumps, this volunteer marks the spot of the jump to give the athlete a target for the next jump.

The marker marks the spot with chalk, or a popsicle stick, depending on the surface of the event.  The jump is marked by where the closest body part to the start line touches the ground.  For example: If an athlete lands on their feet and falls forward, the jump is marked from the heel.  If an athlete jumps forward, lands, and falls backwards and their fingers are behind them, the jump is marked from the fingertip spot closest to the start line.

After the athlete’s jumps have been measured and reported, prepare for the next athlete by wiping the chalk marks off of the tennis court, or removing the popsicle sticks.

Standing Long Jump Measurer

This volunteer measures the distance of each jump.  The distance is measured from the front of the start line to where the closest body part to the start line touches the ground.  The distance, in meters and centimeters (0.00), is reported to the Recorder.  RESULTS MUST BE RECORDED IN METRIC.  When the Standing Long Jump area is busy, only measure and record the longest jump.





(Footprints)

Make chalk mark/popsicle stick at closest point to Take-off Line











Chalk mark/popsicle stick





Chalk mark/popsicle stick




Chalk mark/popsicle stick



Take-off Line


Measurement from start of Take-off Line to chalk mark/popsicle stick

This example shows where the third attempt was the best, and on the third attempt the athlete’s footprints were the closest point to the take-off line.

Turbo Jav 

Turbo Jav Traffic Controller

The Traffic Controller is responsible for ensuring that athletes waiting to compete in the Turbo Jav are kept in line and are not confused with other lines for Softball Throw.

Turbo Jav Recorder/Stager 
Recorders are responsible for recording the distance each athlete throws the Turbo Jav.  

1. Retrieve all of the equipment required for the Turbo Jav competition area from the Information Tent in Olympic Village.  Equipment includes:

· Checklist of included equipment for Turbo Jav.  Contact one of the Competition Directors if you are missing any equipment.

· Volunteer List for Turbo Jav to ensure your area is adequately staffed, as well as to answer questions from volunteers.

· Notebook of athletes registered for the Turbo Jav event.

· Pencils for recording results.

· 3 softballs.

· Flags or other markers to mark the spot of each throw.

· Tape Measure (long).

· Towels to wipe off javelins, if needed.

2. The notebook lists participating athletes from in the Turbo Jav event.  Athletes not found in the notebook should be written on the blank pages in the back of the notebook.  Care should be taken to correctly record the athlete’s track number.  If possible, the athlete’s name and school should be noted as well.  But it is most important to record the track number.

3. Instruct the athlete to throw three separate times, ensuring that both of the athlete's feet are behind the foul line (white line).  The athlete may take a running start, but cannot cross the foul line. The Recorder watches this line, and a line violation disqualifies the throw.  A disqualified throw still counts as an attempt.

4. Record the distance for each throw, up to three attempts.  Record the results in meters and centimeters (0.00).  RESULTS MUST BE RECORDED IN METRIC.  When the Softball Throw area is busy, only measure and record the longest throw.

5. Circle the greatest distance of the three attempts for each athlete.

At the end of the day, collect all equipment, including the Turbo Jav Sign and the signpost, and return to the Information Tent in Olympic Village.

Turbo Jav Marker

This volunteer marks the spot of each throw with a flag, or other marker when the event is not held on natural grass, in order to give the athlete a target for the next throw.

Turbo Jav Measurer

This volunteer measures the distance of each throw.  The distance is measured from the foul line (white line) to the landing point of the javelin (where the flag/marker is located).  The distance, in meters and centimeters (0.00), is reported to the Recorder.  RESULTS MUST BE RECORDED IN METRIC.  When the Turbo Jav area is busy, only measure and record the longest throw.

Turbo Jav Retriever (Shagger)

This volunteer retrieves the javelins as they are thrown and sets them aside until all three attempts are completed.  Wipe the javelins off with the towel, if they are wet.  The javelins are then returned to the throwing area.

























Place flags where javelins land






















Measure from back part of foul line to the flag/marker
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