[image: image1.wmf]athematics

l

ympics

ntario

       GUIDELINES FOR THE ONTARIO MATHEMATICS OLYMPICS


SECTION 3 -REGISTRATION/COMMUNICATION

Role and Responsibilities:

This person handles all communications with Chapters and Teams including information packages for Chapters, pre-registration, registration of individual teams, preparing of packages for teams to pick up on arrival, and on-site registration.  This person may also be an OMO Co-chair.
Timeline and Duties:

	Timeline


	Duties

	15 - 20 months before
	· Collect information about approximate cost of food and accommodation per person from Facilities Chair.

· Recruit committee members

	8 months before
	· Create a draft schedule of events in collaboration with the OMO Chair, Facilities Chair and Contest Chair.  (Appendix 3K- Schedules)

	7 months before
	· Set deadline for submission of Intent to Participate Form (usually at February OAME Board meeting) and Individual Registration Forms (4 to 6 weeks before).

· In conjunction with Finance Chair, set Team Registration Fee (Usually $75 - $100 per team)

· In conjunction with Finance Chair, set Individual Registration Fee. This fee must reflect accommodation, meals, and other miscellaneous costs as well as funding from sponsors (Usually between $90 and $110)

	6 months before
	· Review and Update Intent to Participate Form (Appendix 3A) and Invitation to Participate letter (Appendix 3B) and Chapter OMO Information Package (See NOTE 1 below). 

	5 months before


	· Send OMO Information Package and Intent to Participate Form (and Invitation to Participate letter) to Executive Directors to post on OAME website. 

· Email OMO Intent to Participate Form (and Invitation to Participate letter) to Chapter OMO Co-ordinators 

· During the 2nd Week of January, email a reminder to Chapter Reps and OMO Co-ordinators with regard to the approaching submission deadline for team registration fees and completed Intent to Participate Forms.

	4 months before 


	· At the February OAME Board meeting, hosting Chapter Rep collects team registration fees (1st payment) and Intent to Participate Forms from other Chapter Reps. (Update and give Appendix 3-I to hosting Chapter Rep. to track materials.)
· At the February OAME Board meeting, hosting Chapter Rep hands out OMO Information Package to Chapter Reps. Chapter Reps then forward to the package to their OMO Co-ordinator.

· At the February OAME Board Meeting obtain completed Intent to Participate forms from hosting Chapter Rep. (registration fees forwarded to Finance Chair)

· Any outstanding team registration fees should be sent to the Finance Chair as they arrive.

	2 months before
	· Begin to collect completed registration and organize registration information. 

· Forward relevant registration information to appropriate committee chairs. ( t-shirt sizes, dietary requirements, permission to photograph and video)

	1 month before
	· In Conjunction with the Contest Chair, create team numbers and “mathlete” identifiers (for example, “17AM” could be used to identify team 17 - pair A  - male).  Forward information on to Contest chair.  ( See Appendix 3J for sample registration tracking form.)
· Prepare Registration Packages for coaches and mathletes. (See NOTE 2 and 3 for a description of the possible registration package contents)

· With assistance from the Volunteers Chair and Facilities Chair, arrange for volunteers (usually OMO Committee members) to assist with the registration between 3:30 and 5:30 on Friday.

· With Facilities Chair and Site create room assignments for overnight stay.
· Provide special dietary requirements to Facilities Chair.

	2 – 3 weeks before
	· Assemble/collate registration packages/gift bags for coaches.

· Assemble/collate registration packages/gift bags for mathletes.

	1 week before
	· Finalize all team information (names).  Forward information to appropriate committee chairs.

· Communicate with Finance Chair regarding any outstanding registration fees.

	Friday of event
	· In conjunction with Hospitality Chair, record cell phone numbers of coaches (or groups of coaches) and deliver to OMO Chair.  These numbers will be for emergency use only in case of student illness on Saturday.
· In cooperation with Sponsorship and Awards Chair and Facilities Committees, as teams register:

· Collect any outstanding registration information from coaches and mathletes.

· Hand out registration packages and gift bags to coaches and mathletes.

· Hand out room assignments and keys.

	The week after the event
	· Summarize registration statistics and forward to Finance Chair and OMO Co-Chairs.


Appendices:


      ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~

NOTE 1: 

OMO Information Package Contents:

· Intent to Participate Form (Appendix 3A)

· Intent to Participate Letter (Appendix 3B)
· Registration of Participants Form  (Appendix 3C)
· Parent letter (Appendix 3D)
· Chaperone/Coach letter (Appendix 3E)
· Sample Parent permission to participate form (with on-site emergency contact information…board permission forms for each student will also need to be filled out and delivered to OMO Registration Chair) (Appendix 3F)
· Media Release Form (Appendix 3G)
· Medical and Dietary Information Form (Appendix 3H)
· Checklist for Distribution to OMO Coordinators (Appendix 3I)

· Registration Tracking Sheet (Appendix 3J)
NOTE 2:

Coaches Registration Package Contents:

· Venue map

· schedule (coaches version) (Appendix 3K)
· Information for planned events (brochures, etc)

· Coaches gift bag
· Name tag (with schedule on back)

NOTE 3:

Mathlete Registration Package Contents:

· Venue map

· schedule (student version) (Appendix 3K)
· mathlete gift bag

· Name tag (with schedule on back)

NOTE 4:  
Liability Issues need to be addressed.

· All coaches/chaperones/volunteers not currently employed by an Ontario school board must provide proof of a current 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.
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