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       GUIDELINES FOR THE ONTARIO MATHEMATICS OLYMPICS


SECTION 4 - FACILITIES

Role and Responsibilities:

This committee is in charge of all matters relating to the location of the events.  Accommodation, contest location, and food all fall under this category.  It is possible that these three areas could be assigned to three different groups; however, communication between all three is critical.

Timeline and Duties:

	Timeline


	Duties

	2.25 years before
	· Find a site that can host up to 150-200 people (@ 120 students, @35 coaches/chaperones, volunteers, committee members).  Consider the accessibility of the site (e.g., wheelchairs).  The facility must have at least one central area where all teams can gather for introductions, meals, awards, etc.  Break-out areas must allow events to be run in isolation from one another.  Consider having a hospitality room for sponsors, volunteers, and media.

· Ensure that there is a space on the Friday evening for social activities and/or math preparation activities for the teams, parents, and coaches.  

	15 – 20 months before
	· Start to plan meals, (dinner, breakfast, lunch, snacks) investigating the site's ability to accommodate food allergies and dietary requirements (See note 1).

· Confer with Contest Committee regarding Friday evening social events and regarding any necessary math preparation (e.g., learning software, etc.) to ensure the space is appropriate for the event.
· Read through contracts carefully.  (Be aware that some sites charge gratuity fees for meals.)  Sign contract with facility for hosting and accommodation. (See note 2).
· Check parking availability and cost, if applicable.
· Pay deposit.

· Pass on approximate cost of food and accommodation per person to Finance Committee and Registration Committee.
· If the site provides a package of information about local attractions, pass it on to the Hospitality Chair.

	10 – 11 months before
	· Entire organization committee (or all chairs) needs to inspect the site.  Locate rooms that will be used.  Consider signage that will be required. (Note:  Banners, take longer to have made, if chosen.)
· Investigate audio-visual equipment availability (microphones and screens, projection capabilities for the large group’s sessions) at the site.

· Determine what technology is available at the site.  Pass this information on to the Contest Committee.  (Always have a back up plan for technology activities.)

· Finalize meals (dinner, breakfast, lunch, snacks). 



	8 months before
	· In conjunction with the OMO Chair, Contest Committee, and Registration Chair create the draft schedule of events.  

· Revisit room allocations to ensure that the rooms are adequate for their events.  
· A general schedule must be provided to Registration Chair to be included in the registration materials.

· Pass on site information ( including address and emergency contact number in case parents want to reach their children) to Registration Chair to be included in package at February OAME Board meeting

· Confirm schedule with site to ensure all necessary rooms are booked.

	7 months before
	· Maintain communication with Contest Chair regarding computer and software requirements

	2 months before
	· Contact bus lines to arrange transportation for mathletes to and from the contest site (if applicable) 

· Confirm the needs of Contest Committee in terms of necessary technology (computers/software) if applicable.
· Ensure that all equipment is booked at the site (microphones, etc.), including equipment for the awards ceremony.

	1 month before
	· Create room assignments for overnight stay in conjunction with Registration Chair and Site.

· Collect all food allergy information and any special dietary requirements from Registration Chair and from Volunteer Chair.
· Visit site (if possible) with Contest Chair or Committee to confirm logistics and record any signage needed.

· Finalize schedule of events in conjunction with OMO Chairs, Hospitality Committee and Contest Committee (see note 4).  Prepare a map (if required) of the site, indicating rooms that are being used.
· Ensure that any required software is installed (if applicable).

	2 - 3 weeks before
	· Communicate all food allergy information and any special dietary requirements to site.

· Give a copy of the final schedule and maps to Sponsors and Awards Committee to include in coach and student packages, and the Volunteer Chair to give to all volunteers.

· Create any required signage for the site.

	Friday of event
	· In conjunction with Registration Chair and Site, hand out room assignments and keys.

· Check room for appropriate supplies and set up.

· Set up registration area including welcome signage.

	Saturday of event
	· Set up hospitality and special events area.

· Hang banners and signs

· Monitor preparation of session rooms and exhibit area.

· Ensure rooms are unlocked.

· Take down signs at the end of the event.

	The week after event
	· Ensure that all parties have been paid.

· Communicate any recommendations for next year to OMO Chair to include in final report.


Notes:

1. Meals: A common breakfast should be provided for all team members and coaches with introductory remarks and warm-up activities, which might just involve placemat activities or ice-breakers.  Lunch (e.g., pizza and pop) should be provided for all.  Parents and coaches should be welcomed, if on site.  Snacks should be available before the awards ceremony, and during the fun activities.  Coffee, tea and other light refreshments should be available for coaches, parents, etc. during the events.  

2. Accommodation/Hospitality:  Accommodation should be available in close proximity to the event location, if not available at the same location.  Detailed information about meals, accommodation, tourism, etc. needs to be prepared for Registration Committee to be sent with registration materials to each team. Social activities and/or Math preparation activities for the teams, parents and coaches could be arranged for the previous night.   

3. Facilities/Schedule:  Identical events may need to run in several rooms at the same time because of the number of teams participating.  Careful allocation of rooms will allow teams to rotate through events without meeting up with other teams coming from the same event in another location.  
4. Information about the rotation schedule must be provided to the Registration Committee in order to build the information into the data-base for the name-tags.  
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