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Thank you for volunteering to be a Penciller at our Samford Equestrian Group event!  Here are a few tips and note about your duties for the day:-
· Arrive early and find the Volunteer Coordinator who will give you instruction on where you will be working on the day

· Introduce yourself to the Judge you will be pencilling for
· Take your lead from the judge with regards to conversation. Some judges will be talkative and happy to offer insights to their reasoning; others will scarcely utter a word other than their scores and comments for movements. Be courteous and respectful, and let the judge concentrate on doing their job.
· Check that you have the correct test score sheets and a full list of all horses and riders competing in the class

· Have a brief look at the test. Try and memorise a few of the movements (for example the horse doing a circle, or running diagonally across the arena. This will give you a rough idea of just how far behind the actual movement your Judges’ comments are

· Try to check for any scratchings or withdrawals and mark them off your list.  Do not write the names of the rider or horse on the test until they present themselves – this avoids wasting test score sheets due to late withdrawals.
· The Penciller writes the remarks the Judge gives for each movement in the appropriate space using abbreviations where necessary.  The comment is given first then the mark which is written in the left-hand column.
· Try to write quickly and neatly

· Make sure you have the correct marks in the correct space.

· Stay focused on the judge and the test so you can keep up.  If you get behind, say so immediately.  The judge can come back to fill in the gaps at the end of the test.
· If the competitor makes an error, mark the movement with an asterisk (*) and write ERROR in the comment space and at the bottom of the sheet write 1 ERROR (or 2 or how ever many).  This must be written clearly so the scorers can deduct appropriate points

· Check that there is a mark for each moment

· Make sure the judge signs each sheet and initials any changes you have had to make

· From time to time, a runner will collect the test score sheets from you during the competition, so make sure all the tests are complete and signed by the judge before they are sent to the Scorers.
· At the end of the day, please return your clipboard and other materials to the Event office.

We hope you have a fun day and enjoy learning more about your sport!
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