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       GUIDELINES FOR THE ONTARIO MATHEMATICS OLYMPICS


SECTION 2 –EVENT CHAIRS

OMO Host Committee Chair(s) –Role & Responsibilities
Each OMO Host Committee should be headed by one person or two persons with equal responsibility for the event, known as the OMO (insert year) Chair(s).

Function of the Chairperson(s)

(a) submit a formal application to host the OMO (through the local Chapter Representative) before the OAME Board Meeting which is at least one year prior to the proposed date.

(b) maintain good communication with, and report to the OAME Executive and the Board of Directors (through the OAME Executive Directors) regarding the plans for the event, on an on-going basis.

(c) recruit a team to create and organize all events  
(d) maintain good communication with the members of the Host Committee and the Chapter OMO Co-ordinator  

Meetings should begin at least one year in advance to make sure that each of the following occurs: 

· a suitable facility is available and reserved

· accommodation is available and reserved

· confirmed date for the event

· a strong committee is in place

· opportunity for representatives of the Host Committee to attend the current OMO event, as required. 

Each of the responsibilities listed on page 6 is specifically for the OMO Chairs.  The OMO Chairs should be aware at all time how the Committee chairs are progressing.  This can be done by referring frequently to the OMO Planner.  The timelines in the planner and in the committee chair sections are intended as a guideline only. Timelines may vary slightly according to your venue and circumstances. The Host Committee should be formed prior to the previous year's OMO event, with the chair and members of the Host Committee being encouraged to attend the current event to promote their event, make contacts and develop a better understanding for the event. While it is important that each OMO have its own distinct flavour, there should be a sense of continuity from year to year. Teams should be forewarned of differences in structure and events. A strong, diverse and creative team is needed to create activities and organize the timing and logistics of all events

It is critical for this group to study the activities held in previous OMO events, available through the OAME website and in the annual OMO article in the Gazette.
General Information

Timing
A provincial Ontario Mathematics Olympics (OMO) shall be held each year 

on the first weekend in June or at another time approved by the Board of Directors. (By-Law # 25)

Rationale

The first weekend in June is traditionally chosen so that it does not interfere with the OAME board meeting. Hosting it later in June has, in the past, resulted in poor attendance due to many Grade7/8 trips planned for that time of year. Before changing the date, be sure to consult the chapter reps and OMO coordinators. 

Hosting
Any chapter, individual or group of individuals may submit an application to host an annual OMO. 


Formal applications to host the annual OMO shall be submitted to the OAME/AOEM Executive Committee for consideration at least one year prior to the proposed date of the event.

The application should include:



(a) the name of host chapter or group

(b) proposed dates

(c) names of proposed Chair or Co-Chairs

(d) proposed site of the events

(e) a financial plan. 

(See APPENDIX 2A –OMO Contract)

The final decision relating to selecting the host groups shall be made by the Executive and ratified by the Board of Directors no later than one year in advance where possible. 

The organizing committee shall be known as the Ontario Mathematics Olympics (insert year) Host Committee and be members in good standing with OAME/AOEM. 

The Host Committee shall seek advice from previous Host Committees.

Teams
Teams are sponsored by their respective chapter of OAME.

1. Each chapter may send 2 teams to the OMO and with approval of the host committee they may send more.

2.  Teams consist of 2 boys and 2 girls only. No extra students permitted.



3.  Teams consist of 2 students from grade 7 and two from grade 8.


4.  Every team must be accompanied by an adult supervisor who will be held 

     responsible for the safety and behaviour of the team members.

5.  Each adult supervisor must have a list of Health card numbers,
     emergency phone numbers, and any health related issues for all 
     participants under their care.
6.  Chapters/teams are responsible for payment of fees.

Contest
Three or more events (activities) should be designed. The design of the  

                      contest should be a collaborative effort from a diverse group. The events  

should adhere to the OAME/AOEM vision and be in the spirit of the purpose of this event. The contest should avoid the use of commercially available products that are not widely available.

Promotion
The host chapter shall promote the OMO event on behalf of 

OAME/AOEM in such a way as to reflect OAME/AOEM and its philosophy.

Reports
Details of progress shall be reported at OAME/AOEM Board meeting in 

person or in writing by a Conference Chair or Chapter Representative

4 months prior to the OMO event. 

A financial statement, accompanied by the monies payable to OAME/AOEM

shall be paid to OAME/AOEM within 90 days of the date of the OMO event.

This financial statement should be in OMO financial template provided by 

OAME/AOEM. The report shall include a comparison of actual expenses 

against the original budget with explanations for major discrepancies.

(See Appendix  2B -Financial Report   ) 

Host Chapters shall invite the up-coming OMO chairs to their event. This meeting should be arranged by the up-coming OMO chairs and expenses should be shared in the following manner. Accommodations & meals to be provided by the current host committee, while all other costs should be borne by the up-coming OMO host chapter. It may be advantageous for the chairs to “job-shadow” the host committee.

Liability
Several liability issues need to be addressed.

· The hosting venue will need some kind of certificate indicating that OAME has liability insurance in case of on site accidents (e.g., student falls, and/or damages property)

· All coaches/chaperones/volunteers not currently employed by an Ontario school board must provide prod of a criminal background check conducted by the police.
· Each team must receive their board’s permission to attend, and all board related forms must be filled out prior to participation.  The forms may include, but are not limited to, the excursion forms, medical forms, and transportation forms.
Committees
The following committees are suggested to be established: 



(Registration/Communication

(Volunteers 


(Promotions




(Facilities




(Sponsors/Award



(Hospitality

(Finances




(Contest  

As necessary, the host committee may form additional sub-committees or combine sub-committees. 

It is a good idea for one or both of the Co-Chairs to be the Registration/Communication Chair.  This streamlines the registration process.

Finances
Registration Fees



Registration fees are submitted in 2 payments as indicated below:
· First Payment- Team Registration Fee (Paid by chapter)

This fee is usually $75 - $100 per team. Each chapter submits this fee to confirm the participation of one or more teams in the provincial OMO. This fee is non-refundable. The deadline for this fee is to be 

determined by the Host Committee but it is usually 4 months before 

the event. Ideally this should be submitted at the February OAME Board Meeting.

· Second Payment –Individual Registration Fee
This fee is determined by the cost of the food and accommodations,

presently between $90 to $110 per person. Each participating team is 

responsible for the payment of each “mathlete” and coach /       supervisor. The deadline for this fee is to be determined by the Host 

committee but is usually 4 to 6 weeks before the event.

It is the responsibility of the Finance Chair to track the payment of all teams and communicate this information to the Registration and Communication Chair in case post-event follow-up is required.


Corporate Sponsors

OAME/AOEM shall seek corporate partners to provide funding on an annual

basis to reduce the cost for students participating in OMO. At the time of 

planning the OMO, the host committee should contact the Executive Directors to determine the availability of funds. These funds, to a maximum of $5000, will be granted to the host committee and can be used only to defray the cost of travel, food and/or accommodations for participants.

Community Sponsors

The Host Committee is encouraged to seek local financial partners to help defray the costs. OAME/AOEM will provide letters recognizing all charitable donations.

Interim Finances

Within one year of the OMO date, the Host Committee:

a) 
may be advanced a $3000 loan by the Executive Directors 

after the Host Committee has submitted a request which 

includes:

· a list of members of the planning committee

· a financial plan detailing the sources of revenue and verified event costs

b) 
may be advanced an additional $2000 loan by OAME (Executive Directors)
upon receipt of a written request which includes 

detailed accounting of the disbursement of the initial $3000

loan.



Any profits from the OMO event or corporate sponsorship funds in excess of 

$5000 received by OAME/AOEM will be held in trust for future OMO events.

The trust for future OMO shall not exceed $10 000 and funds in excess of $10 000 shall be transferred to the OAME/AOEM general operating fund account unless otherwise determined by a motion of the Board of Directors


Losses up to $5000 incurred in the conducting of the OMO shall be borne by OAME/AOEM unless the Host Committee fails to provide OAME/AOEM with an acceptable financial plan at least six months prior to the event or the Host Committee is deemed negligent in the management of the event. Losses above the $5000 will be borne by the host group unless an alternative agreement is ratified by the Board of Directors.

OAME/AOEM reserves the rights to have financial statements of the hosting committee audited.

Acts of negligence may include but are not restricted to, the misappropriation of funds, the careless handling of funds, or careless business practices.

Communication

The host committee shall provide information to be posted to the

 OAME/AEOM website at regular intervals prior to the event.

The host committee shall communicate with the chapters through the Chapter OMO Co-ordinator.  (See Appendix 2D Role of the Chapter OMO Coordinator)
The chair of the host committee shall communicate the names of the winning chapter of the gold, silver and bronze teams along with the mathlete names to the chair of the Futures Committee and the OAME/AEOM Board of Directors.


Please see the planner in section 1 to see an overview of all your sub-committee chairs’ responsibilities.
Timelines and Duties:

	Timeline
	Duties

	2.25 years before
	· Consider hosting an OMO

· Obtain the OMO guidelines from OAME and share with your chapter.  Seek their approval and partnership.

· Identify potential OMO  Co-Chairs
· Find a venue that can accommodate 150-200 people

	2 years before
	· Identify sub-committee chairs

· Prepare a draft budget to send with contract

· Sign OMO contract; send contract back to Executive Directors

· Recruit committee members

	15-20 months before
	· With Facilities Chair, sign contract with facility for hosting and accommodation (be wary of gratuities)

	1 year before

	· With Contest Chair, attend the current OMO to shadow organizers 

	9 months before
(September)
	· Inspect the site with entire committee.
· Meet with Contest Committee and explain their task.  Get them started.  They can visit the OAME website and get old contests downloaded to aid them.  Each chapter must host play downs of some sort to gather their team.  If the writing crew can actually make two different contests and then the second contest can be supplied to the chapters.  Some chapters have opted to use students from Faculties of Education to develop their contest materials. 

	8 months before
(October)
	· Share with OAME board the progress of OMO event planning in person or in writing.  Get any feedback that is offered.

· Update and verify the Chapter OMO Co-ordinators list at the Chapter Rep. meeting or through the ED

	4 months before
(February)
	· Confirm the intent to participate from each chapter at February OAME Board meeting and obtain outstanding payments.  This can be done via the Chapter Representative and followed up through the OMO Co-ordinators. Verify the Chapter OMO Co-ordinators list at the Chapter Rep. meeting or through the ED

	3 months before
	· Continue to check in with all committee chairs to ensure all the pieces are in place. 

	2 months before
	· Ensure that practice materials have been posted to the web so Chapter OMO co-ordinators can let the winning teams know that practice is available

	1 month before
	· In conjunction with Volunteers Chair, assign volunteers to a specific task or location.

	Friday of event 
	· Ensure all students have submitted a “Media Release” form.
· In conjunction with Registration, record cell phone numbers of coaches (or groups of coaches).  These numbers will be for emergency use only in case of student illness on Saturday.

	Saturday of event
	· Oversee all events and troubleshoot, when required.

· Ensure the recording of the Hospitality Chair’s cell phone number, in case of emergency, providing he/she is with the coaches off-site.

	The week after event
	· Prepare a verbal report for OAME to be given at OAME June board meeting.
· In conjunction with the Promotions Chair, send thank you note to the Media Liaison at the local school board if he/she helped out.

· In conjunction with the Volunteers Chair, prepare thank you notes to all volunteers.

· Get package of material from  Contest Chair to be posted in the chapter rep. section of OAME website.

	Within 90 days of the event
	· Prepare final written report to OAME, including a budget comparison (estimated vs. actual) in conjunction with the Finance Chair.

· Send thanks to all committee chairs/members and sponsors, in conjunction with Sponsors and Awards Chair, and Volunteers Chair.


    Appendices:

Appendix 2A:  OMO Contract.doc
Appendix 2B:  OMOBudget-Report to OAMES.xls
Appendix 2C:  Sample written report to OAME
Appendix 2D:  The Role of Chapter OMO Co-ordinator

Appendix 2E:  Work to Rule or Strike Letter




Appendix 2F:  Sample OMO article for Gazette
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