
HOW TO HOST A SPECIAL
OLYMPICS COMPETITION

GENERAL PRACTICES



Competition Responsibilities and Expectations

This resource is meant to act as a guide to any coach or community leader looking to host a high quality
competition within their Region.  The suggestions that follow are to be used as a guide and for assistance in
running your event.  Remember, every competition is different and will need particular attention depending on
many factors involved.  Much of this information should prove valuable for areas such as acquiring facilities,
creating registration packages, obtaining officials and running your event in general.  The material is pertinent
from a small event all the way up to a Regional Competition.  If you don’t find the answers that you are looking
for in this document, you can always contact your RCMT Competition Manager, Ontario Sport Technical
Advisory Team (OSTAT) Member, or the Special Olympics Ontario Manager, Sport Services.  Our goal is to
provide the best possible competitions to our athletes and this guide should assist you in achieving that
outcome.

Hosting a Competition

• Each Region is responsible for hosting a minimum of one competition per year, in each sport in which
there are at least 2 active clubs.  One event will be deemed the Regional Competition, which will be
open to all sport clubs within the Region.

• Special Olympics Ontario encourages communities within each Region to host as many competitions for
their clubs as possible.  They do not have to be as elaborate and large as Regional Competitions, the goal
is to have as many opportunities of high quality competition for our clubs as feasible.

• Any community with a sport club can host a competition of any size and can be provided assistance
from their Regional Competition Management Team.

• If you are interested in hosting an event, think about a couple of possible dates before your Regional
Coaches Meeting (to be held prior to your sport season) and try to set one when scheduling your season
with other coaches from your Region.

Sport Technical

• Competitions shall be conducted in accordance with the official rules as established by SOO, and shall
utilize the Divisioning process.

• The Region shall include all official SOO events within a sport (including ADAPT), at the Regional
competition.  It is recommended that all events be offered at other types of competitions, but it is up to
the Host.

• The Region shall submit official results from Regional Competitions to the Manager, Competition
Services at the Provincial Office in Provincial qualifying years.

• It is recommended that the Region have a comprehensive evaluation process in place, to assist in
improving the quality of their competitions.

• Athletes must be registered with Special Olympics Ontario and training within a registered Special
Olympics program in order to be eligible to compete in competitions within that sport.

• As part of the registration package, the Competition Host must include the Conditions of the
Competition, which includes format, rules and other technical issues concerning the event.



Basic St eps to Host i ng a Successf ul  Com pet i ti on
 

1. S et date at Regional Coaches  M eeting
2. Recruit O r ganizing Committee or others  that w ill ass is t you in pr epar ation

3. P r epar e budget ( if  a Regional Competition, send copy of  budget to P r ovincial O f f ice tw o months  prior  to
the event) 

4. Book f acilities  (venue, meals ) 

5. F undr ais e
6. P lan f or  lunch, if  it is being of f er ed

7. P r epar e Regis tr ation P ackage

8. Book O f f icials  and ens ure they ar e f amiliar  w ith S OO  r ules 

9. Recruit day of  competition V olunteer s, if  needed

10. Recruit M edical Per s onnel
11. D eter mine Emer gency A ction P lan

12. S et up competition s tr uctur e, schedules 

13. D ivis ion athletes

14. V enue S et Up and Equipment and V enue S af ety Check

15. P r epar e Coaches  Package ( to be pr ovided w ith r egis tr ation conf irmation or  at check- in on the day of  the
event) 

16. F acilitate P r e- Competition Coaches  M eeting, if  time per mits 

17. P r epar e Results  for  Coaches 

18. Evaluate the Event



DAY O F  CO MPETITION REQ UIREMENTS

D U R ATI  ON • 1 day e.g. 8 am – 5 pm (N or thern r egions  may r equire overnight stay) .
• Remember  that clubs  w ill have to ar r ive and r etur n on the s ame day

R I  S K MA N A GEMEN T • Emergency Action P lan
• V enue and equipment s af ety check
• A cces s  to telephone
• Cor rect coach/athlete r atios 
• A ccident/incident r epor ts 

OPENI  N G
C ER EMON I  ES 
( if  time and f acility per mit) 

• Br ief  w elcome and gr eetings 
• I nclude A thlete’  s O ath
• P ar ade of  athletes  ( if  convenient) 

FU N DI  N G • Local f undrais ing
• I n- kind donations ( f acilities , equipment, etc.) 
• Regis tr ation f ees

FOOD
( lunch is  recommended) 

• N utritious  lunch and s nacks  can be made available
• Ens ur e that ther e is  plenty of  w ater  available thr oughout the day

S PORT TEC HNI  C A L • A ttain tr ained/qualif ied O f f icials 
• D ivis ioning/S eeding done in accor dance to S OO  policy.  S eeding may

occur  pr ior to the competition us ing qualif ying/pr actice times , s eeding
committee review s, s eeding tournament r es ults , etc.

• Coaches  meeting pr ior  to the beginning of  competition, if time per mits 
• F ollow  S O O  and gener ic spor t G over ning Body r ules 
• U s age of  s af e and pr oper equipment
• P os t all r es ults  or  pr ovide to coaches 

MED IC A L • I t is  s tr ongly r ecommended that medical per sonnel be pr esent f or the
dur ation of the event.  Contact S t. John’  s  Ambulance f or  mor e inf o

V OLUN TEER S • V olunteer  check- in or  contact per s on
• J ob des cr iption and O r ientation
• V olunteer  Recognition ( if  f eas ible) 

A D MIN I  S TR A TI  ON • Regis tr ation P ackage ( including r ules, conditions  of  competition,
dir ections  to event, etc.) 

• D ivis ions /Heat s heets 
• S core s heets 
• Competition s chedule
• Evaluation f or ms 

C LOSI  N G • A w ards  pr esentation
• Thank you
• Wr ap- up
• V enue br eak dow n and clean up

RIS K MANAG EMENT
CO NSIDERATIO NS  FO R CO MP ETITIO NS



PLA NN I  N G S TA GE R I  S K MA N A GEMEN T CON S I  D ERA TI  ON 

Choos ing a V enue S ite • Q uality of  playing s ur f ace

• Where is  the phone, toilets , w ater ?

• D oes the venue have an Emer gency A ction P lan ( E.P .A.) 

• A cces s ibility and s af ety f or  s pectator s 

• A lter nate plan if inclement w eather 

• S helter  f or inclement w eather 

• V enue's  r ules  and r egulations 

• S af e athlete dr op- of f  and pick up locations 

D eter mination of  O r ganizing Committee • A r e they qualif ied?

• A r e they r eliable?

• H ave they been oriented?

A thlete Tr aining • M us t meet minimum eligibility standards 

• H ave athletes  been involved in an ef fective conditioning
pr ogr am?

Communication ( ongoing) • Regis tr ation inf or mation ( event r egistr ation package)  must
be clear , concis e and under s tandable

• A s s ign\or ient volunteer s ( job des cr iptions ) 

• Ens ur e coaches  bring copies  of  athlete medical
inf or mation

• Coaches  P ackage to be provided w ith regis tr ation
confir mation or  at check- in on the day of  the event

Coaches  M eeting

( if  meeting is  not pos s ible, mus t pr ovide
coaches  package upon ar rival at the lates t) 

• M ake s ur e all head coaches  or  their  des ignate ar e in
attendance to discus s : rules , behaviour al expectations ,
s chedules , Emer gency A ction P lan

• Collect competition evaluation f or ms  and copy of 
accident/incident f or ms 

• D o any neces s ar y f ollow -up



PLA NN I  N G S TA GE R I  S K MA N A GEMEN T CON S I  D ERA TI  ON S 

D eter mine Medical per s onnel/f acilities • I s  ther e on s ite per s onnel/f acilities?

• F ir st aid kit on s ite

• F ir st aid volunteer s  on s ite

• A thlete and coach medical pr of iles 

• Water 

• Exits , E.A .P .

D eter mine Menu • A ller gy cons ider ations 

• A ppropr iate amount

• A ppropr iate f or  competition

• N utrition cons ider ations

• Ref res hments  dur ing competition -  f r uit, w ater 

• F ood s tor age

• S af e s er ving ar ea

O btain volunteer s • P olice check completed when appr opr iate

• O r ientation completed, wr itten job des cr iption

• A dequate number s 

• A dequate male/f emale r atio

O btain O f f icials • Q ualif ied

• O r ientation

• Wr itten job des criptions

D ivis ioning\S eeding

• A ccur ate qualif ying times /s cor es  s ubmitted in accordance
w ith P r ovincial policy

• A ll levels  of  age and ability

• S eed accor ding to ability

• A D A PT

V enue S af ety Check • Checklis t of  pos sible hazar ds 

• F ir e s af ety checklis t

• A cces s  to phone

• A ttending facility manager 

• A dequate, acces s ible w ashr ooms 

• A cces s ibility

• S af e s pectator  area

• S af e athlete s taging and view ing ar ea

• O bs tr uctions  to playing s ur f aces 



COMPETITION HOST COMMITTEE
JOB DESCRIPTIONS

PLA NN I  N G S TA GE RI S K M A N A G EM EN T CO N S I D ERA TI O N S 

Equipment Saf ety I ns pection • Coaches  check of  athletes  equipment

• Check of  venue s ite equipment

• Equipment standards  checklis t

• K nowledgeable/technical per s on

• A ll neces s ar y equipment available

A t the Competition • Coach s upervis ion

• F ood, w ater, envir onmental consider ations 

• V enue s af ety

• M edication r equirements 

• Coach/athlete r atio

• S ecur ity

Banquet ( if applicable) • F ood cons ider ations 

• S uper vis ion

• Tr ans por tation

• A lcohol policy

• S ecur ity



The following are brief descriptions of the duties of a hosting committee.  The reality of hosting most Special
Olympics competitions is that much of the responsibilities will fall on a small number of people.  Therefore,
depending on the size of your competition and how many reliable committee members you can recruit, many
jobs may have to be combined.  Obviously, the more help that you can find, the better the competition should
be.  However, often for invitational competitions, the host club’s coach will handle most of, if not all of the
planning responsibilities.  This is not the ideal situation, but it can be accomplished.

Competition Host

• Responsible for overall operation of the competition and organizing committee.  Ensure that all
members are aware of their responsibilities and time deadlines.

• Prepare competition budget.
• Liaise with Community Council where applicable.

Volunteer Coordinator

• Works to establish volunteer needs.
• Develop volunteer recruitment campaign.
• Host volunteer orientation (if possible).
• Responsible for volunteer recognition.
• Liaise with Community Volunteer Coordinator where applicable.

Fundraiser

• Responsible for planning and implementing fundraising plan for competition.
• Look for local sponsorship for the tournament.
• In-kind contributions of facilities and equipment.
• Donations of lunch, water, refreshments.

Registration Coordinator

• Responsible for compiling and distributing registration packages.
• Disseminate information to appropriate committee members.
• Assemble Coaches Package that can be delivered with registration confirmation or on day of event.
• Register athletes and coaches upon arrival.

Meals
• Arrange for provision of nutritious meals, snacks and refreshments during the competition
• Recommend adequate accommodation options in the area, if needed.

Sport Technical
• Knowledge of rules and regulations of Special Olympics sports.
• Secure necessary equipment and facilities.
• Attain necessary officials.
• Set up competition schedule.
• Place athletes in competition divisions.

Awards and Ceremonies
• Brief opening and closing ceremonies.
• Acquisition and distribution of all awards.

Public Relations (if possible)



• Coordinate overall promotion and publicity for the competition.
• Responsible for all media relations.

Registration Package Checklist

The registration package MUST include the following information.

NECESSITIES



 Date

 Time

 Location (include map)

 Registration Cost and Late Fee

 Contact Person

 Entry Form (including athlete’s name, age, gender, SOO Registration number, events entered)

 Registration Deadline Date

 Conditions of Competition

 Special Olympics Ontario Sport Specific Rules

 Schedule of event

 Check-in Procedures

 Meal information

OPTIONAL

 Sport Governing Body Rules: where to find them, brief summary of most common rules.

 Divisioning Documentation

 Accommodation recommendations (if applicable)

Divisioning Process

Special Olympics divisions athletes on the basis of ability.  This process outlines the most equitable competition
environment for all Special Olympics athletes

Individual Sports



Step 1: Divide by Gender

Step 2: Divide by Age using three age groupings: 21 and under; 22-39; 40 and over

Step 3: Divide by Ability

The recommended maximum performance difference between athletes in a division is 25%.

Step 4: Divide number of athletes registered in an event

For 3 or more athletes:

Place athletes into division no less than 3, no more than 8

If you have more than 8 athletes in a division reduce the performance percentage to produce new ability
groupings – 5% at a time is suggested.  For example an ability group could be reduced to 20% difference
in performance to create two ability groupings

For 2 Athletes entered into an event:

Athletes would compete against each other as long as their abilities are within 25% otherwise they
would compete against self

For 1 athlete entered into an event

An athlete would compete against their own seeded time in the event. If they are competing against their
own seeded time medals would be awarded as follows

Gold Medal: Final performance is better than the seeded performance

Silver Medal: Final performance is the same as or less than the seed performance by 10%

Bronze Medal: Final performance is less than the seed performance by 11-25%

For events that are not seeded the athlete would be awarded a gold medal

Divisioning for Judged Sports

Step 1: Divide by gender

Step 2: Divide by ability, using predetermined levels of ability as outlined in sport rules

Step 3:

Figure Skating

If there are more than 8 competitors in a level, athletes will be seeded by ability using their element scores

Rhythmic Gymnastics

If there are more than 8 competitors in a level a divisioning round will be run.  Athletes will be placed in their
final division according to their scores.

D ivis ion in g For 10 Pin  Bow ling



i. Events  s hall be divis ioned by ability r ather  than age or  gender .
 ii. Class if ication f or  divisioning w ill be bas ed upon no mor e than 8 competitors /teams

divis ion.
iii. F or  competition, ther e mus t be a minimum of  3 entr ies  in any one event.
iv. H andicapping f or  10- P in Bow ling events  w ill be 90%  of  the dif f erence betw een the

par ticipant’  s  enter ing aver age and the s cr atch s core of  180.

N O TE: I f  a bow ler has  an aver age better  than 180, then the number  180 can
be adjus ted.

v. When es tablis hing divis ions  f or  competition…
a) I ndividuals  w ill be placed into categor ies  bas ed on their  aver age.
b) D oubles  teams  will be placed into divis ions  bas ed upon the bow lers ’  

combined aver ages .
c) Teams w ill be placed into divis ions bas ed upon the bow ler s ’   combined

aver ages .
vi. A n individual athlete may or  may not be as s igned to the s ame divis ion f or  the individual, doubles  team and

team competitions .
vii. D ivisions  w ill be es tablis hed by the tour nament dir ector  in cons ultation w ith the

N ational O f f ice.  D ivis ions  s hall not be pr otes ted.

Divisioning for Team Sports

Step 1:  Divide by Ability

SPECI A L OLYMPI CS O N TA RI O 
CO MPETI TI O N EV A LUA TI O N 

S P O RT:                                                                   



LO CA TI O N  O F  CO MP ETI TI O N :                                                                                    

D A TE:                            

P LEA SE RA TE TH E F O LLO WI N G CA TEG O RI ES  O N  A  S CALE O F  1 ( NO T A T A LL) TO  5
( CO M PLETELY ) . IF  A  CA TEG ORY  I S  RA N KED  LO W P LEA S E I N CLU DE RA TI O N A LE I N  TH E
CO M M EN T S ECTI O N.

1.    Was  the com pet i t i on dat e schedul ed enough in
advance for your cl ub to properl y prepare?

2.    Was  the pre-event  inform at i on recei ved in
adequat e ti m e to prepare for the event ?

3.    Was  the pre-event  inform at i on com prehensi ve, 
i ncl udi ng rul es,  schedul e of event s?

4.    Was  a coaches  meet i ng hel d to det ai l  al l changes , 
revi ew rul es ,  et c. ?

5.    Was  there an opport uni t y to ask ques t i ons  and
cl arify concerns ?

6.    Was  there an Openi ng Cerem oni es  wi t h
m ars hal l i ng of at hl et es  and reci t i ng of the Oat h?

7.   Di d the compet i t i on st art  on tim e and st ay on
s chedul e?

8.   Was  there enough ti m e al l owed for the
com pet i t i on?

9.   Team  Sport  - Was  there a seedi ng round to pl ace
t eam s in thei r proper compet i t i on level ?

10.  Indi vi dual  S port s  - Was  di vi s i oni ng of athl et es , 
i nt o com pet i t i ve heat s ,  fai r and equi t abl e?

11.  Was  there a form al  prot es t  procedure?

12.  Was  the faci l i t y adequat e for the needs  of the
com pet i t i on?

13.  Was  the faci l i t y acces s i bl e and ident i fi abl e?

14.  Were the offi ci al s  com pet ent  and cons i s t ent  in
t hei r appl i cat ion of rul es ?

1     2     3     4     5

1     2     3     4     5

1     2     3     4     5

1     2     3     4     5

1     2     3     4     5

1     2     3     4     5

1     2     3     4     5

1     2     3     4     5

1     2     3     4     5

1     2     3     4     5

1     2     3     4     5

1     2     3     4     5

1     2     3     4     5

1     2     3     4     5

15.  Were the offi ci al s  eas i l y identi fi abl e?

16.  Was  there adequat e tim e for the at hl et es  t o warm  up
and cool  down?

17.  Were adequat e safet y precaut i ons  taken?

18.  Was  adequat e medi cal  personnel  avail abl e?

19.  Were nut ri ti ous  refres hm ent s  avai l abl e duri ng
com pet i t i on? (wat er,  frui t ,  jui ce)



20.  Were meal s  s erved compat i bl e wit h sport 
com pet i t i on?

21.  Were res ul ts  accurat e and pos t ed duri ng the
com pet i t i on?

22.  Was  there a Cl os i ng and awards  pres ent at ion?

23.  Were the accom m odat i ons  adequate?

24.  Were res ul ts  recei ved by each Com m uni t y/ Coach
aft er the event?

Com m en t s: 

1     2     3     4     5

1     2     3     4     5
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