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Have music playing
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Event Management Training
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6- part series

• Event Management Overview

• Volunteers

• Logistics

• Competition Planning

• Awards

• Communication & Crisis 

Management

6:32
Julianna recap
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Event Management Training

Monday’s

6:30-8 p.m.

All virtual

Make sure you are 
using your name!
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6:35
Julianna

Every Monday this month, same bat time, same bat channel

If you see that you have joined this meeting as “iphone” or something other than your 
name, you can rename yourself by hovering over your name in the participants list (or your 
video) and select re-name. This will make it so when we pull the attendance reports we can 
see that you joined and credit you for your attendance. 
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Breakout room

6:35pm
Breakout room

Hope you have been enjoying the trainings so far, wanted to give you a chance to meet 
more of your fellow Event Management trainees, take a moment to share something that 
stood out to you from one of the first 2 sessions of this training. As we have previously, we 
are picking on someone to make sure conversations are happening in all of the rooms, so 
whoever is joining from the point furthest away from the SONC office in Raleigh, you get to 
start the conversation!
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6:40pm
Julianna

Planning Events is a lot of details, and it can feel overwhelming at times, but take it step by 
step and it makes planning events a lot easier as opposed to looking at the entire picture at 
once.
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Let’s hear some 

of those ideas!

What is the responsiBiLity of a 
Logistics manager?
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6:42pm

Stop screen share, start whiteboard function– tell us what you think the role of the 
Logistics Manager is

If you don’t have a separate logistics manager, it would be the venue manager.  But really 
everybody needs a separate person!
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your road map

6:45pm

Essential materials to set you up for success
We have templates for you to use – don’t create anything from scratch!
Templates for any sport, for most fundraisers
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your road map

Your Team
Volunteer Needs List

Venue Layout

6:45pm

Julianna

Session 1– your team, overview
Last week/Session 2– volunteers

First item for logistics – venue layout – how your venue will be set up
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Venue Layouts

Where are people going to be?

- Athletes

- Volunteers

- Spectators

9

6:47
Julianna

Walk through the event from different perspectives 
- Where do athletes need to be (competition and awards) and how will they get there –

make sure paths don’t interfere with competition happening
- Volunteers – when possible, have volunteer parking and check-in at a separate location 
- Spectators – have designated areas where spectators can be. Want them to be able to 

see the competition they came to see, but do not want them to be in an area that will 
interfere with competition (create a barrier around the field of play where spectators 
cannot enter to give athletes and officials a safe place to compete and officiate.

Make good use of your space - don’t cram everything into one small corner of a venue, but 
also don’t spread out so much that you lose the feeling of being at an event and the 
atmosphere it creates. 
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Venue Layouts

Which locations do you need to identify?

- Entrance(s)

- Restrooms

- Competition and staging

- Power/Water

- Volunteer Training

- Equipment storage
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6:52
Julianna

Note where key places are – bathrooms, check-in areas, where water/power/ice sources 
are (if needed for your event)
- Entrances- you need to know where your athletes and volunteers will be entering the 

venue so you can also set up their respective check-in areas at those locations.  
- Restrooms – some people have driven longer distances and may be looking for that 

when they come in (or if athletes need to change into their uniforms), so you’ll want to 
be able to quickly direct people to this area. 

- Once people have checked in, and have gotten changed into their uniforms, they’ll need 
to know where they should go to compete when it is their turn

- Power/Water – locations of these will be important if you have a PA system that requires 
power and for your results, and to fill up coolers.

- Volunteer training – know where you want volunteers to report to to get trained in their 
roles and be directed to their volunteer locations

- Equipment storage – where are you going to keep the extra items you brought as back 
up or the empty boxes so they do not clutter your facility and make it look messy all 
around? 
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Venue Layouts

Where does your equipment need to go?

- Tents

- Tables and Chairs

- Competition area
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6:57
Julianna

Tents – they are more than just for shade, they are also markers for key areas where you 
can direct volunteers to for their assignments.

Tables and chairs – these are important items to have at areas where athletes and 
volunteers can be staged for long periods of time. No one wants to be standing all day. But 
conversely, you do not need chairs for every single person at the venue- you can work with 
staff to find the “sweet spot” for numbers of tables and chairs needed at a venue.
-put the number of tents/tables/chairs and where they are needed on your venue layout

Note where the competition area is, so volunteers will know where to bring competition 
specific items

Have copies of the venue layout that can be given to set-up volunteers so they can bring 
these items to the correct areas to get them set-up, so you aren’t doing it on your own. 
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7:00pm
Separate volunteer and coach/athlete check-in area
Restroom, competition areas, and spectator seating is 
Tent sizes and locations and Table/Chair #’s all indicated

Does anyone see what is missing from this venue layout? That’s right, a volunteer training 
area!

Ideally venue layouts will be one page, but for some venues, a separate venue key may be 
appropriate to have to avoid overcrowding the layout
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your road map

Your Team
Volunteer Needs List

Venue Layout
Logistics Schedule

7:05pm

Julianna

Now that you have the venue layout, which will show you where everything gets set up, 
you can move onto your logistics schedule, which will provide the timeline for how your 
day will run. 

Logistics schedules can serve as a meeting agenda as you get closer to the event
90% of the use you get from LS is in the pre-planning
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Logistics Schedule

Start with what you know

What to include:

- Competition timeline

- Set-up time

- Venue team arrival time

- Volunteer arrival and departure

- Vendor deliveries/pick-up

7:07pm
Chuck

Special Olympics NC has templates that will be provided for everyone to use, so you do not 
have to create your own

Start with what you know – your competition timeline. We know when the competition will 
start, and an estimated time of when it will end, based on the number of participants we 
are expecting and the number of courts/competition areas we have available.  And you can 
then work back from competition start time to your arrival, and forward from the 
estimated competition end time to when everyone leaves. 

Include vendors and their delivery/pick-up times (we will provide contact information of 
vendors)

Have volunteers arrive with plenty of time to get the venue set-up and get those who are 
helping with competition trained and in place prior to competition starting. You may not 
think you need to have them there more than an hour early, but you do! Additionally, 
keeping volunteers long enough to have them assist with tearing down the venue and 
loading equipment onto vehicles 
You (GMT) need to be there prior to volunteer arrival, so you can have equipment staged 
and be ready to put the volunteers to work. 
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Logistics Schedule

Set up from the outside in!

This is a guideline for the day!

Don’t Run, Run It!

7:15pm
Chuck

Work back from the event start time for set-up – allow time for set-up/tear down.
Don’t short yourselves on time (people would be happier to be let go earlier rather than 
have to stay later)
If you have a lot of equipment and/or a larger event, consider setting up the day before. 

Set-up from the outside in (directional signage and welcome flags – get people to you, then 
venue signage, then check-in area)- what are people going to see first, and start with that.  
You want you very first volunteer to get checked in the same way that every other 
volunteer will be. 
Don’t forget the music – it makes set-up more enjoyable.

Not an exact timeline, just a guide to get everyone moving/things set-up
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16 /  Special Olympics North Carolina

7:20pm
Chuck

Here is a copy of one of our sample logistics schedules from a previous event
We mentioned being able to set-up the day before and in this events case it was something 
that was possible, so you can see all of the vendor deliveries noted as to the approximate 
time they would show up and what tasks they were doing (just dropping off equipment or 
if they were setting up as well)
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17 /  Special Olympics North Carolina

7:25pm
Chuck

And here on the event date, you would first identify your starting time, and working back 
from there, include times athletes would need to be in place, when various locations 
“open”, and when volunteers would need to be on site to make sure all of these things can 
happen on time. 
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7:02pm

Julianna
3 minute break
Think about what stood out for you
Download Kahoot

Play music
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Breakout room

7:30pm
Breakout room

What are some important items you need to run an event? This time, when we send you 
back to your breakout rooms, the person 
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your road map

Your Team
Volunteer Needs List

Venue Layout
Logistics Schedule

Event Plan
Equipment

7:35pm

You know where thing are going to be (venue layout), how the day is going to run (logistics 
schedule), - the next step on your road map is the event plan, which would be the more 
detailed competition or event schedule (which is next weeks topic of conversation!). The 
last step on the road map is the equipment list to capture everything you need to make this 
event happen

Not only does your Logistics schedule give you a run down of the day for your meetings, it 
can also help you determine when and what type of equipment you will need. 
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Equipment List

What you need

- Competition equipment

- Auxiliary items

- Communication equipment

7:37pm

When creating an equipment list, we first think about what is needed for competition and 
don’t forget to consider the number of competition areas you have – for example, the 
number of bocce courts.

Julianna

Separate from that, you think about the needs for everything not competition-related – the 
auxiliary equipment.

It includes everything from the larger/more obvious items like tables, tents, and chairs to 
the smaller items like clipboards, pencils, and extension cords. SONC brings office supply 
boxes to all of its events because everyone is looking for scissors at the end of the event to 
cut down banners

And a very important part of auxiliary equipment is that equipment used for 
communications.  Walkie-talkie’s, PA systems, bullhorns.  We will dedicate more time to 
these items in our final session focused on communications, but they are key to a 
successful venue.

Once again, we have templates that can be provided to get you started. 

21



Equipment List

How will you be getting this equipment?

- SONC Office

- Local Programs

- Facility

- Vendors

7:40pm
Julianna

It is important to think about where equipment is coming from and how it is getting to the 
venue.

For the invitationals for example, there are many ways this equipment will get to your GMT 
team or venue. 
- SONC office – for venues/events closer to our office in the Raleigh area, you may be able 

to come by the office to pick up the materials that are needed for your event
- Local programs – some of our local programs may have the materials needed for the 

events in their offices and can be used for your events
- Facility – some facilities may have tables/chairs/sports equipment that we can use.
- Vendors – for larger items or those that you need many of, we may be working with a 

vendor to drop off and pick up the items – we have worked with multiple companies 
throughout the state on events, so you can always ask SONC staff or local program 
coordinators for companies in the area
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7:45pm
Julianna

Here is an example of an equipment list from a past event, and on this, we can mark which 
area/aspect of the event these items are tied to, so anything for transportation can make it 
to you transportation managers/volunteers and doesn’t end up in the middle of the track, 
as well as any notes – which works well for items that are used frequently/would have 
several components (admin boxes to capture results in this case, but also office supply 
boxes for multiple places on 
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7:47pm
Julianna

Also make note of where things are coming from (including items the facility is able to 
provide, or if your Games Management Team is providing anything).
Make notes of quantity of items that will be needed throughout the venue to make sure 
you have enough (or know if you need to purchase/source more)
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Equipment List

What will you do with this equipment once you have 
it?

- Getting it to your venue

- At your venue

Inventory!
Inventory!

Inventory!

Test!
Test!

Test!

Make sure there is a plan for transporting equipment to and from an event.
It is a regular practice for SONC to rent vehicles when an appropriate-size vehicle is not 
readily available.

At events, you will want a central location where you can store these items (out of view!) 
that will still be easily accessible to distribute to those who need it.  Mark it on your venue 
layout!

And the important thing to do at every step is to inventory. That is what these lists are good 
for. Inventory when you pick up the equipment from the SONC office or pack it into the 
vehicles for the events. Inventory when you get to your venue and are unloading/setting 
up.

If you are missing something, chances are that you really are not missing it – especially if an 
inventory was done previously.
Look thoroughly and ask around.
It only takes one well-intentioned person to move something and make you believe that 
you are missing something, so inventory first thing to make sure you have what you need 
and know what will be going where within the venue!

The other thing you don’t want to forget – testing your equipment.  Test anything that uses 
batteries, make sure microphones match the PA you were provided, see if the speaker on 
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the PA has somehow been blown out.  The earlier you do this, the more reaction time you 
have to address the problem or create a workaround.  

Lots of people use equipment and it breaks all of the time – especially when you need it 
most!
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equipment storage

26

Want it to be a nice professional looking event, no matter the size or number of 
participants. 

Make sure you have a place to store extra equipment, or equipment otherwise in use. It 
should be close enough to easily access items that you will need throughout the day, but 
hidden out of the way. Some boxes may be able to stay under the table (if there is a table 
cloth to hide what is under there), but this could be a separate room for indoor facilities or 
the vehicle all of the equipment was brought over in

Your Logistics Manager should know where this place is and what is there so if anyone is in 
need to more cone cups, pens, etc, they can easily locate those items and get them to 
where they are needed. 
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Let’s hear some 

more ideas!

What signs do you need at your event?

27

Use the chat feature to put down some sign ideas (this could be types of signage or exact 
signage that is needed)

27



Signage

External Signage

- Directional

- Parking

Internal Signage

- Directional

- Key Areas

GPS

7:20
Julianna 

Good signage is key! 

Informed people are happy(er) people!

If people are stressed/angry just from having difficulties finding their way to the venue, it 
already gives them a negative view of your event. Make sure you have good signage leading 
people to the venue.
Once they get to the venue, if there are separate entrance or parking areas for athletes and 
volunteers, have signage to direct these groups to their parking/entrances.

Want people (athletes, coaches, volunteers, and spectators) to be able to easily find 
anywhere they may need in the venue – if things are down hallways, or not in the direct 
line of site, you can use signs with arrows to direct people to bathrooms or where check-in 
is – as well as having signage at those locations indicating what is happening there. 

No handwritten signage (where possible use printers)

How are you putting up the signs – are do they need to go on easels or staked into the 
ground? Many signs can be grommeted to hang from tents or fences.
Do not hang signs on the front of the table, you want them to be visible to more people 
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that who are just at the front of the table
No tape on the front of the signs!
Signage boxes that include various methods to 

Make sure the address being given to people does actually lead to the venue
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Signage

29



30

7:25

Stop screenshare, start Kahoot quiz
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risk

management

7:35-7:40pm

Julianna

We will include risk management tips throughout this training
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What is Risk Management

The process of making and implementing 
decisions to protect Special Olympics and the 
organizations and people who make it work

Creating an environment of talking reactively 
and
PROACTIVELY about incidents, issues, concerns

Why is it important?
• Run safer events
• Protect Special Olympics’ positive image
• Devote time and resources to quality 
experience (not lawsuits and damages)

Ethan -Read through the slide
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The 5 Words

• Avoid
• Reduce
• Contract
• Insure
• Retain

Ethan –
Risk management can be summed up with 5 words.

Read the 5 words.
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The 5 
Words

Ethan - And now let’s see how much you just remembered?

Pop quiz!  Who can remember any or all 5 words?  Add to the chat!
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the faciLities

Avoid!

Venue selection 
avoid venues with defects that 
could cause injury to participants
Reduce

Take measures to reduce risks at 
the venue

7:35-7:40pm

Ethan –

These first 2 words venue selection

Avoid a track that is full of cracks and tall weeds growing in them!

Reduce risks like placing traffic cones around a trip hazard.
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The 5 
Words

Ethan – what are the next two words?
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the faciLities
Contract & Insure!

SONC signs all 
contracts

Mutual Hold harmless language

Certificate of insurance

Julianna

Contract & Insure are the next two words.

SONC signs all contracts 
We regularly review them for mutual hold harmless language.
What is their fault is their fault and what is our fault is our fault.
For example, we are not going to get sued because the facility did not fix a faulty stair rail 
and someone fell.

Facilities regularly ask for a certificate of insurance – just know that yes, we can provide 
this.  It basically provides them written confirmation of our insurance coverage.
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the peopLe

Athletes
Athlete Participation Packets (sports physicals)

Volunteers
Class A – trainings/background checks

Class B – sign-in/release statement

Insure
APPs guarantee for athletes
proper registration for volunteers

Reminder – our insurance acts as secondary insurance for medical incidences
For auto – it is also secondary insurance but of course dealt with on a case-by-case basis (a 
volunteer driving to our venue is not covered – certain instances where volunteers are 
driving on our behalf)
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The Final Word

Retain

Retain

Retention acknowledges the inevitability of certain risks.

Things are going to happen – things are going to break or get damaged.

SONC acknowledges this and please simply communicate when you do run into these 
issues so SONC can help address this.
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medicaL
Athletes

Athlete Participation Packets (sports physicals)

Medical Situations
On-site medical staff

Call 9-1-1
Do not transport anyone yourself

Julianna

Coaches and chaperones should have a copy of the APP that can be shared with medical 
staff if something occurs.

If an athlete needs medical treatment, it is always best to confer with the athlete if possible 
on what they need and then also discuss with the coach/chaperone/family member who is 
present.
Many athletes deal with seizure disorders unfortunately so a seizure may not warrant an 
immediate medical transport – they will know how they typically deal with the seizures.

We always want on-site medical staff at events as much as possible.
If you just don’t have someone, check with coaches/chaperones/volunteers to see if 
anyone is CPR/first aid certified so you at least have someone identified if there is an 
emergency (it does not mean you throw a medical T-shirt on them though!)
When there is a true emergency – 9-1-1 remains the best course of action.  

Please do not volunteer to take someone to the nearby hospital or clinic for medical 
treatment.  This puts everyone in a precarious situation.  Allow for either emergency 
transport or for the accompanying person to take them.
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security

Who is security?

Your role in enforcement & Law enforcement

NO - Give the benefit of the doubt

You!!!

YES - Better safe than sorry!

As we said last week, everyone is security.

We want to provide a what?  A safe environment.

Typically you are asked to give the benefit of the doubt – at events, that does not apply!  
Anything that does not look quite right needs to be looked in.  Better safe than sorry is 
what applies!

Give an example if possible.

This does not mean that you are required to do major enforcement – manage things as you 
are comfortable.  Reach out to staff and the rest of your team so we are all aware of 
situations and where staff are available to assist, let us.  

And if it is a situation where law enforcement needs to be brought in, bring them in!  You 
are deputized but there is a limit!
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security

Who is security?

You!!!
Crowd Management Training

Crowd Management Training – for larger events North Carolina’s Office of the State Fire 
Marshall provides a free online Crowd Management Training. Crowd Managers are required 
for events or venues where there will be 1000 people or more, though the information you 
receive in this training is valuable for smaller events as well. 
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transportation

First impression

Opportunities for “creative” parking?

Drop-off area needed?

Difficult to navigate?
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Over the Edge
Golf Ball Drops
Events with Firearms
Large Fundraising Events
Political Rallies
Aircraft events
Rodeos
Inflatables
Rock climbing walls
Fireworks
Mechanical Amusement 
Devices
Construction activities
Watercraft activities
Hot air balloons
Sky diving
Drones
Extreme runs/challenges
(Spartan Races, Mud Runs)
Alcohol

Activities that are 
Restricted, Excluded or 

Require
Additional 

Considerations / 
Coverage

enhancements

Julianna –
Enhancements are great – when they aren’t restricted!!!

Some of these things can happen with additional insurance added.  For example, a lot of 
people don’t realize that there are some fundraising events where we take the measures to 
allow alcohol to be served.  This requires a lot of advance notice to go through the process 
though.

But we ain’t doing a rodeo any time soon.

44



45

onLine resources

7:40pm

Online resources – show event planning resources web page, there is a sample equipment 
list, logistics schedule, venue layout on there, but there are also templates for other sports 
and events that we have available to share.
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Wrap-up

Monday, February 20

6:30-8pm

Competition 
Planning

jpratt@sonc.net

Verification– duct tape

7:45pm

Reminders about next trainings

Can stay on to ask questions and be a part of lingering discussions
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