
Region 9 Addendum to 
Region 9 Policy & Procedures 

USDF Regional Championships
All USDF national policies, procedures and guidelines, as well as any applicable USEF 
Rules, have precedence over any regional policies.  

REGION 9 VOLUNTEER STANDARDS 

It is strongly urged that an adequate number of functioning radios be provided.  Communication 
between volunteer groups is an essential element of a successful show.  
The following should have a radio: 
Show Manager
Show Secretary
Announcer
EMT
Vet
Ring Stewards (both competition and warm-up at each ring)
Volunteer Coordinator
Awards Coordinator
Licensee representative
TD’s 
The following should be offered a radio: 
Judges 

Show Committee
1.  A show committee should be established at the time application is made to host Championships, 
by the hosting GMO. 
2.  The committee should be mindful that volunteers have taken time away from their families and 
jobs to be part of the team.  They should be treated with the utmost respect and afforded as many 
benefits allowable by finances to assure their BASIC needs are met.

Volunteer Coordinator
  1.  A volunteer coordinator should be appointed at the time application is made to host Regional 
Championships.  This coordinator should be given a budget at the time application is made and 
should be a member of the show committee.
It is possible that the coordinator will need an assistant.
  2.  The volunteer coordinator should submit a plan to other members of the show committee for 
training for each position at least six months before the show date.
This training should include risk management and safety when working around horses.
  3.  The volunteer coordinator should present a plan and budget for reimbursing expenses, benefits, 
(such as breakfast/lunch) to the show committee at least six months before the show date.  This plan 
should be based on responsibilities and hours worked.
  4.  Recruitment of volunteers by letter and news letter should request name, address, phone 
numbers, email, days/hours available to work, emergency phone numbers, and areas where the 
volunteer prefers to work.  The volunteers should be informed as to the benefits available for each 
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position and they should be provided with a written copy of their job description and the times they 
will be working.
  5.  Chairs and possibly tables, if needed, should be provided for each volunteer station.
  6.  Volunteers should be asked to sign a liability or hold harmless waiver.
  7.  Recognition should be given to all volunteers in the form of thank you notes and listing on the 
WEB Site and/or newsletter.  All efforts should be made to encourage volunteers to participate.  And 
list volunteers in the show program if space permits.
  8.  Volunteers should be advised to prepare for heat, cold, sun, and rain.
  9.  If volunteers are working in a capacity in which they are officially trained, they should be given 
a per diem for food and hotel expense and travel expense reimbursement.
10.  Establish a method and plan for rewarding all volunteers.  As a minimum requirement, if 
volunteers are working early in the morning, some sort of breakfast should be arranged, and if 
volunteers are working the middle of the day, lunch should be provided.  Any other tokens of 
appreciation, such as T-shirts, should be provided as a supplement.
11.  Establish which volunteers are working especially long hours and consider providing a ticket to 
any evening dinner to those workers.  If this ticket is to be awarded for number of hours worked, the 
amount of time should be decided before the show.  If it is to be awarded for level of training or for 
the importance of the position, this should be established before the show.  Decide the standards for 
the benefits before the show.
12.  Deliver water and snacks to those workers who cannot leave their position.  Those volunteers 
include warm-up ring stewards, show ring stewards/gate keepers, gate closers, and equipment 
checkers.
13.  Verify that all volunteers, especially scribes, are in place before the show starts.

Following is a list of volunteers needed.
 I.  Scribes
A.  Make sure that the scribes have some experience either scribing or riding the tests they are asked 
to scribe. The volunteer coordinator should determine that the scribes are present for the start of the 
show.  One or two people should be available to fill this position in case of emergency.
B.  Scribes should be neat and clean and should make every effort to keep the judge happy.  They 
should speak English well and write legibly.  Plan to have one scribe per judge and if possible have 
the same scribe for the judge for the entire show.  If the scribe must be switched due to conflicts or 
incompetence, do so at the lunch break.  Never switch scribes in the middle of a class.
C.  If at all possible, scribes and the hospitality escort can be the same person for the entire show.
D.  Scribes should report at least thirty minutes before the first ride so that they can obtain the 
necessary materials (tests, schedule, pens, heavy objects or clip boards to secure papers). They 
should make sure the chairs and stand are clean and dry and that chairs, drinks, and snacks have 
been provided.
E.  Scribes should be provided with the same drinks and snacks as the judge.  If possible and 
appropriate, scribes should be invited to join the judge for lunch.
 
II.  Hospitality Coordinator
Officials, sponsor representatives, USDF Region 9 Director, USDF representative, Civil dignitaries, 
and volunteers should be provided appropriate hospitality.
Judges and Technical Delegates should be provided with hospitality on an equal basis.  Both groups 
are licensed under standards set by USEF.
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A.  Contact all officials two months before the show.
B.  Make hotel reservations as early as 
necessary.       
C.  The officials’ contract should establish method of transportation (by air or by ground).
Confirm that transportation is arranged and, if it is by air, agree on a meeting place and a method of 
identification at the airport.  Send a map with directions to show grounds to those who are driving.
D.  Arrange with show facility for an official area, with restroom access, for some private time for 
lunch and breaks.  Check schedule for appropriate time for providing lunch.  Ask officials and 
scribes for lunch order at an appropriate break time in the morning schedule.
Deliver lunch to officials.
E.  Confirm flight information one week before travel date.
F.  A basket or bag of snacks, water or other drinks, and tokens of appreciation should be placed in 
hotel rooms for officials’ arrival.
G.  Supply the officials with name and cell phone number of escort.  Unless there is a conflict, the 
officials should have the same escort for the entire show.  (Please see Scribes)  Arrange for at least 
one standby escort.  Provide a show program or schedule to officials as soon as possible.  Arrange 
times for officials to be transported to and from show grounds each day.  Officials should be 
provided with breakfast, and judges should arrive on show grounds thirty minutes prior to scheduled 
start.  Technical delegates may request transportation one hour before start.  Make reservations for 
dinner for each night.  (Due to the schedule, all officials may not be able to go to dinner at the same 
time.)  Escorts should have clean and reliable vehicles and be available to transport officials to 
dinner.  At least one volunteer should be prepared to host officials or groups of officials for dinner.  
Inform officials of all arrangements.  All hospitality personnel, especially escorts, should be very 
familiar with judges’ schedules and should keep informed as to any changes in the schedule.
Escorts should be properly attired as a host and should be prompt when transportation service is 
needed, particularly to and from airport and to show in the morning.
H.  Establish a plan for providing hospitality to sponsor representatives, USDF Region 9 Director, 
USDF representative and Civil dignitaries.

II. Stable Manager
A. The stable manager should obtain stall cards and stall charts from the show secretary.  The stall 
cards should be posted on each stall and the stall charts posted in prominent places at the end of 
each line of stalls.  The stable manager should ensure that the plan allows for stallions to be 
separated from mares and geldings.  The stable manager and the show secretary should notify each 
other of any stall changes.  This volunteer should have authority to reassign stalls if necessary.
B. The stable manager can appoint an assistant(s) to help with any duties.
C.  Duties of the stable manager are to oversee shavings distribution; greet competitors; assist with 
parking while unloading and permanent parking; directing competitors to their assigned stalls and to 
the secretary’s office; assuring that vehicles are removed from unloading areas within a reasonable 
amount of time; ensuring that aisles are clear; and that electrical appliances are safely installed.
D.  The stable manager should ensure a water source is a reasonable distance from each stall; that 
the correct number of “Sharps” containers are available (one for each fifty horses); that an adequate 
number of fire extinguishers are provided and in easy reach; and that competitors have provided 
emergency numbers on the stall cards.
E. The stable manager is responsible for arranging security on the show grounds from 10 p.m. until 
6 a.m. and for ensuring that the security person is in place during those hours.



4
F.  Periodically during the show the stable manger should spot check stalls to make sure that horses 
are in place and have not been moved to a different location.

III.  Arena Set-Up and Removal Coordinator
A. This volunteer should arrange for a crew of at least four experienced people to help with the 
physically demanding job.  A person with an engineering background should be considered 
experienced.  The coordinator should be familiar with the USEF rules governing arenas. The 
coordinator should account for all pieces of the arena before starting the work.
B.  The footing should be prepared according to USEF rules.  Outside rings and warm-up areas 
should have suitable footing for rainy conditions.
C.  If possible an outdoor or covered arena should have a north-south orientation so that the sun 
does not affect a judge’s vision.  The use of umbrella stands or tents for the judges’ booths is 
discouraged. 
D. The arena(s) should be set up at least one day before the show begins. This should be done early 
so that there are no conflicts with schooling horses in the area.
E.  See Supplement II.

IV. Warm-up Ring Stewards
A.  This volunteer should be familiar with warm-up ring etiquette to ensure safety in this area.  
Patience and skill are required in dealing with competitors, coaches, parents, and spouses.  
B.  The steward should be on the show grounds at least forty-five minutes before the start of the 
show in order to collect the necessary tools and be present at the ring at least thirty minutes before 
the first horse is scheduled to show. (USDF Rules: Schooling and warm-up areas must be monitored 
by steward starting at least 30 minutes before the first scheduled ride.)
Necessary tools:
     1.  A clipboard for the schedule
     2.  Pencil or pen for noting those that have left for the competition area; to mark those in the 
warm-up; and to note scratches or other official changes
     3.  A radio to communicate with the office, announcer, and the competition arena steward          
     4.  A bull horn or strong voice to communicate with the riders in the ring.
C.  Duties of this steward include:
     1.  Help the show run smoothly and on time by ensuring that each rider is ready at the in- gate on 
time.  Serve as a source of information about the status of the warm-up ring and the competition 
ring by staying in contact with the competition ring steward and the announcer.  Determine if the 
competitor is present at the warm-up thirty minutes before the scheduled ride time.  If the ride is not 
a scratch, the steward should request that the announcer call this entry to check in with the warm-up 
ring steward. 
     2.  Maintain safety in the area by keeping people on foot from entering the arena; assuring that 
longeing is only done in designated areas; and that those in the warm-up are only those preparing to 
enter the competition arena; asking out-of-control horses to leave the arena and school in an 
alternate area if possible.

V.  Ring Stewards/Gate Keepers
A.  Duties of the ring steward/gate keepers are as follows:
     1.  Monitor and control the show rings.  Be responsible for notifying the riders of their ride time 
and informing the other officials and volunteers of any changes that may occur.
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     2.  Keep an up-to-date account of which horse/rider combinations are in the area.        
     3.  Notify announcer/and manager of any competitors that have not presented at the competition 
arena.
     4.  Communicate with competitors about the status of the show rings frequently.
     5.  Notify competitors when they should enter the ring.
     6.  Communicate with warm-up ring stewards frequently.
     7.  Notify show office and judges/scribes of any late scratches.
B.  Tools needed:
     1.  Clip board and pen or pencil
     2.  Chair
     3.  Radio

VI.  Gate Closer
This job can possibly be combined with the job of the ring steward/gate keeper.  The gate keeper is 
responsible for closing the gate at A after the competitor has entered the ring and for opening the 
gate for the competitor to exit. The gate should be opened and closed promptly, quietly, and 
unobtrusively.
Note:  if open show classes are to be held in the same arena as championship classes, the gate closer 
should be informed that the gate only needs to be opened and closed for championship rides.

VII.  Runners      
This volunteer job should be done promptly in order to assure that scores are posted as soon as 
possible.  Runners are responsible for collecting completed tests from the judge and scribe and 
delivering them to the scorers.
A.  Tests should be retrieved at a minimum of every three rides.  However, runners should not 
approach the show ring during a test.
B.  The runner should not look at the contents of the test or allow anyone else to do so.
C.  Runners are also responsible for delivering messages to and from the judge and scribe and 
delivering refreshments, and supplies.

VIII.  Equipment Checkers/Ring Stewards
A.  These stewards should be stationed at the entrance to the competition arena and be prepared to 
check equipment of competitors.  Under the supervision of the official technical delegate, 
volunteers should inspect the equipment and dress of competitors as they leave the competition ring.  
If at all possible a technical delegate should instruct volunteers in the correct procedures.  For 
championship classes each competitor should be checked.
B.  Type and size of bit, bridle, spurs, gloves, size of pad logo, appropriate dress for level, weather 
conditions, and armed service or police uniforms are some of the items that must be inspected.  
Whips are not allowed in championship classes.
C.  Volunteers working in this capacity must report any rule infractions to the official technical 
delegate or, if there is one, to the supervisor for equipment checking. 
D.  Equipment checkers should be thoroughly familiar with USEF rules, including associated 
illustrations.
E. The following equipment should be provided by management:
     1.  Calipers or wrench for measuring bit diameter and lever arm of the curb bit
     2.  Disposable plastic gloves and a method for cleaning the calipers or wrench between horses.
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     3.  A copy of illustrations of legal bits and bridles from the current USEF Rule Book (An 18 page 
booklet, “Dressage Attire and Equipment” can be downloaded from
www.usef.org then click on Form & Pubs then select licensed officials and finally select dressage 
equipment booklet)
     3.  Measuring device for size of pad logo
     4.  Clip board and pen or pencil and current show schedule
     5.  Chair
     6.  Radio

I X.  Scorers 
A. Ask the scorers to arrive about the time of the first ride.  The first three tests should be completed 
in about twenty-five minutes.
B.  Plan two scorers for every two rings.  Volunteers do not have to be proficient with ten key, but 
they do need to be careful with attention to detail and have a basic knowledge of mathematics.  
Scorers should not be expected to run for tests.  Provide a separate, detail oriented person to post 
scores. 
C.  Try to schedule different scorers for morning and afternoon.  Scorers will begin to make errors if 
they do not have breaks or score for a very long time.
D.  Provide a comfortable and private room.  Make sure that electricity is available.  The room 
should be as close as possible to the score board.  Provide drinks and snacks.
E.  Provide at least one extra calculator and plenty of calculator tapes.  One stapler should be 
available for each calculator, and plenty of extra staples should be supplied.
F.  If scoring is done electronically, computer hook-up must be available.
G. See Supplement I.

X.  Announcer
A.  An announcer should have a well modulated voice for public address systems and be able to 
familiarize himself/herself with the facility’s sound system at least one day before the competition 
begins.
B.   An announcer should arrive at least one hour before the show starts, get the updated schedule 
from the show secretary and begin announcing the official show time one-half hour before the show 
starts.  The official time should be announced every twenty to thirty minutes.
C.  The announcer should announce the horse and rider pairs entering the arena, but should not 
announce when competitors are in the show ring.
E.  Competitors and spectators should be kept informed regarding up-dated schedules.
F.  Winners and awards ceremonies should be announced.  The class name, horse and rider name 
with score, ribbon/award presenter, class sponsor, and place of ceremony should be announced.
G.  Sponsors should be thanked at appropriate times so as not to disturb current competitors.
H.  Sound check times for musical freestyles, pas de deux, and quadrilles should be announced.
I.   Background music may be played during the competition if it does not disturb competitors and 
judges.  It may not be played during musical classes.

Awards Coordinator
Awards ceremonies are a very prestigious occasion and should be regarded as such, not only for 
those who are the deserving participants, but for those chosen to be the august presenters.  The 
presenters may be a major sponsor, judge, or volunteer.  USEF Rules state:  “The judge at C should 

http://www.usef.org/forms
http://www.usef.org/forms
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be invited to participate in the prize giving”.  Competition management is responsible for the safe 
conduct of ceremonies and must excuse any horse that threatens the safety of participants.”
The volunteers are the subjects of the following guidelines.
A.  Duties of the awards volunteers include preparation of the awards display, preparation of site 
where photos are to be taken, and coordination with the photographer.
The volunteer in cooperation with show management must designate a visible and suitable arena. 
B.  The volunteer should be very familiar with the show schedule in order to coordinate schedules 
for awards with riders and presenters.
C.  The awards volunteers should be prepared, polite, prompt, and courteous at ALL times even 
when frustration sets in.  Congratulate the recipient and keep a sense of humor.
D.  Although the presentation may not be a formal affair, the volunteers should dress appropriately 
for the occasion.         
E.  Volunteers and presenters should be aware of the dangers of working around excited horses.  
They should receive permission from the rider before approaching a horse with a ribbon or flowers.  
He/she should ask the rider if the ribbon can be placed on the bridle or should be placed elsewhere.
F.   A plan should be developed before the show, printed and distributed to competitors.  This plan 
should include the following information:
The ribbons will be presented to the rider before/after they enter the awards arena
Name or position of the person presenting the ribbons
Name of person or position representing the show committee at the presentation and who will have 
the authority to excuse unruly horses
Follow USDF guidelines for “Round of Honor”. 
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Supplement I
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INSTRUCTIONS TO 

SCORERS
 by Sarah Jane Martin

BEFORE YOU START:
• Always arrive 30 minutes before 

your appointed time.
• If you have your own calculator 

that you are comfortable using 
bring it along with extra tape

• When you arrive check to make 
sure that there is a calculator, 
extra tape, stapler and extra 
staples. 

• Make sure that the calculator is 
set to float (F). Some calculators 
round incorrectly. Make sure that 
the calculator is not dropping 
trailing digits or rounding up 
when it should not. 

GENERAL CONSIDERATIONS:
• Show records should NEVER be 

left unattended.
• TAKE YOUR TIME.  More 

errors are made by hurrying than 
by ignorance.

• DOUBLE-CHECK 
EVERYTHING. No matter how 
silly or redundant it may seem 
two people should add every 
test.

• It is better to have two people 
scoring two rings than each 
person scoring one ring alone. If 
it is not possible to score in 
pairs, when adding the scores 
add from top to bottom and total 
– then add from bottom to top 
and total. Remember if 
something is added three times it 
is possible to be wrong twice. 

• NEVER interrupt a judge or 
scribe when they are in the 
process of judging a test no 
matter what the question.

• The quicker a questionable test 
can be returned to the judge for 
resolution the better chance the 
judge has in recalling that part of 
the ride.

• Scores are reported to three 
decimal places. Always carry a 
percentage score to four decimal 
places and then round up or 
drop. (66.5436% becomes 
66.544% and 66.5433% 
becomes 66.543%. 

• Sometimes scoring will be done 
by a computer program. In this 
case you will be only adding the 
scores to make sure that they 
were input on the computer 
correctly.  If scoring is done on a 
computer the tests should also be 
added by hand to make sure 
there are no “input” errors.

PROCEDURE:
1. Check to see that the judge has signed 
the test and that all the movements have a 
score. Make sure the horse number written 
on the inside of the test is the same as the 
horse number on the outside of the test.
If not, send the test back to the judge for 
correction or signature.
2. Check to make sure any scratched out or 
changed marks are initialed by the judge 
and return it for initials in not present.
3. Extend scores to the right hand box 
checking for and multiplying by 
coefficients.
4. Check for ERRORS.  
   1st error = minus 2 points
   2nd error = minus 4 points
   3rd error = elimination
If there is more than one judge the errors 
should be in the same boxes. Return the 
test to the judge for correction in 
necessary.
5. Check for use of voice. Voice does not 
constitute an error of test; it is only a 
deduction of at least two points from those 
that would have been awarded to the 
movement where it occurred. Return the 
test to the judge immediately if the point 
deduction is not clear. 
6. Add the scores. Enter the total on the 
line marked SUBTOTAL. Write in any 
errors and subtract placing the result on the 
line marked TOTAL POINTS.
7. Convert total points to a percentage by 
entering the total score, push the divide 
key and then enter the maximum points 
possible (listed on the front of the test 
sheet) and hit the % key. Have your 
partner double check.
8. If you have two or more judges per ring, 
add the total points and get an average, 
then divide by the maximum points to get 
the percentage. When there is more than 
one judge the placing of the class is 
decided by the highest sum total.
9. Enter the total points and percentage on 
the front of the test in the space provided. 
Where there is more than one test put the 
tests together and staple with the adding 
machine tape. Always staple the tape on 
the inside upper left corner of the tests.
10. Enter score and percentage on class 
report form and post on the scoreboard.
11. POST AT LEAST EVERY THREE TO 
FOUR RIDES.

       

12. Put tests in class folder, arranging them 
with the highest score on always on top. 
Your placings will thus be immediately 
available.
13. IN CASE OF TIES – Add the scores 
under the General Impression. The larger 
total places higher. If the General 
Impressions are the same, the judge must 
break the ties or they must remain tied. 
Ask the show management how they want 
to handle ties. NOTE: In shows where 
various levels are judged in one class (like 
test of choice classes) breaking the tie by 
adding the scores under General 
Impressions cannot be done. 
14. Dressage tests are not to be shown or 
returned to riders until ribbons have been 
awarded. 
15. Do not make any decisions regarding 
the final scores on any test, if the 
competitor comes with a complaint, unless 
it involves an obvious error of arithmetic; 
refer the rider to the TD or the 
Competition Manager.
16. DO NOT ARGUE WITH THE 
COMPETITOR. 

SCORING PROCEDURE 
CHECKLIST

1. Test sheets are collected 
scored, checked.

2. Score is recorded on official 
report form.

3. Score is posted. (Try to post  
every third ride)

4. Test sheet is placed in class 
folder and tests are sorted 
with highest score on top so 
that class placings are 
quickly available. 

5. At the end of the class, 
placings are determined and 
posted on official record 
sheets and on scoreboards.

6. A copy of the results is 
given to the announcer who 
will broadcast the results.

7. Tests are handed out to the 
rider or his representative.
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Supplement II

Suggested set-up of arena:

Establish the approximate location of the arena; determine adequate space for the judge’s stand 
and for a comfortable circle at entry.  Also check for sun, and measurement from the sides of any 
sideboards or fencing.  

Use one to two 60 meter surveyor’s measuring tapes, six stakes or long nails to establish corners 
and measuring points, and two 100 foot builder’s tapes to set corners and short walls.  

1. Drive in one stake or nail to establish the first corner stake.  Using a 100-foot tape, 
measure 66 feet along the short wall, drive a second stake at the end of the short wall, 
then take a 60-meter tape and measure it down the long wall.  Put a stake at the end of the 
60 meters.  This is the third corner.  

2. Take the second 60-meter tape, and measure from the first stake to the fourth corner.  
Take the second 100-foot tape and measure from the third to the fourth corner.  Test the 
square corners by taking a twine of 63.25 meters, or 207 feet, 6 inches and measure from 
the first stake to the third stake.  Also test by measuring from E to B, making sure that it 
is 20 meters, from K to F, making sure that it is 20 meters and from R to S, making sure 
that it is 20 meters.   

3.
For a standard size dressage arena, letters should be placed along the long side with the first 
letters in measured 6 meters from the short side.  The next letters should be 12 meters apart, until 
the end of the long side, where the last letter will be 6 meters from the short side.  A and C 
should be centered 10 meters from each long side.  See USDF Directory for additional diagrams 
on letter placement.    

Centerline between A and C should be marked for Championship rides and approximately every 
6 rides thereafter in Championship arenas.

Arena take-down may begin after all classes in close proximity have ended.  Arena take-down 
personnel may be the same as arena set-up.  The most efficient way to take-down the arena is to 
pull the vehicles into the arena, start at A and work around the arena, picking up sections and 
placing them into the vehicle as it is driven around the arena.  Sets of letters should be gathered 
into one section and either stacked or placed together if possible.  The arena take-down crew 
should account for all pieces of the arena.  The arena should then be taken to its storage facility.  
It is recommended that arenas be taken down immediately after the competition.      


