Junior Incentive Scheme Folder Contents – Guidance Notes for club officials
An underlying principle of this scheme is that it should be flexible, but with a consistency across the country.  That way, a junior who changes club can continue to measure their progress in the way they’ve become used to, and children in different areas can compare their progress with each other, if they should wish to do so.

The scheme is the result of fairly extensive discussion and brainstorming, and we realise that it will be a bit of a change for some clubs.  But we would like you to give it a try;  if you really think something needs to be different, please don’t just create your own version, but get involved in discussion about how we might improve the whole scheme.  
A list of the documents which are intended for inclusion in the folder is given below, along with the file type supplied, and some editing suggestions where appropriate.

All documents are downloadable from the SOA website.  Any are liable to be updated without warning;  each version will be identifiable from the footer.

Some of the documents are supplied as PDFs, as we believe they should be kept totally consistent.  If you feel that changes are required, please contact National Orienteering Centre.

Other documents are supplied as Word documents so they can be edited and tailored by clubs.  At the very least, you should add details of your club’s website and details of who to contact for more information.  We suggest that you also add club logo, photos of club members, photo or description of your club’s O kit, club tent, banner etc.. to the appropriate documents.  Generally, places where you should insert club-specific wording are marked like this: <club website> and prompts suggesting a topic to be described are formatted in red bold Times New Roman, with asterisks for added visibility.
The documents are identified so as to give the order in which we believe they should be inserted into the folder;  if you change this order, you should change the Contents document accordingly. 
Please leave the SOA logo on all documents and no smaller than your club logo, and leave all references to the SOA website.
	01_Title_page
	Word
	Main title page
	Edit to include club name, logo, website, area.

	02_Contents_page
	Word
	Contents page
	Edit to show club name, and delete the mention of club leaflet if you haven’t got one

	03_Club_info_page
	Word
	Club info
(optional – could use existing club leaflet)
	This is your chance to show off your club – focus on people, remembering that you will attract people who identify with those you mention.  There’s a bit of text and some suggestions of the type of photo you might like to include, but you should be creative – or just insert your club leaflet and leave this section out!

	04_At_an_event
	PDF
	What to do at an event
	Deliberately covering all options so newcomers are fully informed.

	05_Event_types
	PDF
	Summary of event types
	Document contents due to change for 2009.

	06_Awards
	PDF
	Description of awards available.
	Not editable because we’d like things to be consistent.

	07_Control_descriptions
	PDF
	Control descriptions de-coded
	2-page document;  use page 2 (pictorial descriptions) only when appropriate.

	08_Map_legend
	Word
	Brief para about legend
	Optional covering page;  insert a map legend.

	09_Jargon_buster
	PDF
	All the terms explained, and de-coder for fixture list
	This will also be changed for 2009.

	10_Event _record_sheet
	Word
	OPTIONAL - for child to record progress.
	Coach should help child get started with filling this in.  Child might like to use electronic version, or your club might prefer to use the record cards.

	11_Event_analysis
	Word
	OPTIONAL – only suitable for adults and older children.  Covering page and sheet to complete.
Edit contents page if you’re not including this.
	Coach must help child fill this in, electronically or by hand.  

	12_Targets_and_plans
	Word
	OPTIONAL – only suitable for adults and older children.  Edit contents page if you’re not including this.
	Coach must help child fill this in, electronically or by hand.  


Record cards are also available as Word documents, in various formats for you and the child to record his/her participation, with space for you to add club website details, contact information and club logo.
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