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SPORTS ABILITY GALA DAY

Sample run sheet
	Time
	Action

	9.00am–9.10am
	Event coordinators to arrive at location and commence setting up — needs to include overall safety check of the venue.

	9.10am–9.15am
	Event coordinators to conduct briefing with other deliverers and instruct on roles and responsibilities.

	9.15am–9.25am
	Event coordinators to conduct briefing with deliverers and instruct where to set up.

	9.25am–9.45am
	Event coordinators to place signage up around venue, including toilets, first aid and water stations.

	9.45am–10.00am
	Event coordinators to set up information and/or results table, and additional information packs for schools and/or participants.

	10.00am–10.10am
	Event coordinators and volunteers to welcome schools and/or participants to event.
Event coordinators to find out which students aren’t allowed to be photographed. 

	10.10am–10.15am
	Event coordinator to conduct welcome.

	10.15am–10.20am
	Children and supervisors and/or teachers move to their first session.

	
	

	10.20am–10.45am
	Session 1

	10.45am–10.50am
	Rotation to next session

	10.50am–11.15am
	Session 2

	11.15am–11.20am
	Rotation to next session

	11.20am–11.45am
	Session 3

	11.45pm–11.50am
	Rotation to next session

	11.50am–12.15pm
	Session 4

	12.15pm–12.20pm
	Children, teachers and/or supervisors, and deliverers and volunteers assemble in designated area for wrap up.

	
	

	12.20pm–12.30pm
	Event coordinator thanks teachers and/or supervisors, children, deliverers and volunteers for involvement in afternoon. 

Event coordinators provide giveaways to children and/or supervisors and/or teachers. 

	12.30pm–12.45pm
	Buses arrive and participants depart.

	12.45pm–1.10pm
	Event coordinator, deliverers and volunteers pack up.


Session breakdown

	Station
	Sport
	Deliverers

	Station 1
	Boccia
	<insert deliverer name>

	Station 2
	Table cricket and polybat
	<insert deliverer name>

	Station 3
	Goalball
	<insert deliverer name>

	Station 4
	Sitting volleyball
	<insert deliverer name>


Rotations

Session 1 (10.20am–10.45am)

	Station 1 — boccia
	Station 2 — table cricket and polybat
	Station 3 — goalball
	Station 4 — sitting volleyball

	School A
	School B
	School C
	School D


Session 2 (10.50am–11.15am)

	Station 1 — boccia
	Station 2 — table cricket and polybat
	Station 3 — goalball
	Station 4 — sitting volleyball

	School D
	School A
	School B
	School C


Session 3 (11.20am–11.45am)

	Station 1 — boccia
	Station 2 — table cricket and polybat
	Station 3 — goalball
	Station 4 — sitting volleyball

	School C
	School D
	School A
	School B


Session 4 (11.50am–12.15pm)

	Station 1 — boccia
	Station 2 — table cricket and polybat
	Station 3 — goalball
	Station 4 — sitting volleyball

	School B
	School C
	School D
	School A
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