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Chapter 1   Your  Mission…

“To promote an enjoyable atmosphere for Decipher’s card games within the local community; to support all retailers, conventions, fellow Product Champions, and players in both the local and global community; to expand the game in new directions and into new communities. "To be a role model in the community by presenting a professional attitude and promoting a respectable playing environment in your local gaming community"
1.) The volunteer mission statement explained

The strength and future of a great volunteer program depends on the dreams and ideals of the individuals within that program. The essence of the Decipher volunteer programs is that each person CAN make a difference in their local community. Decipher trusts that

each one of you can have an impact on the growth of your community. It will happen.

Being a Decipher volunteer is a rewarding experience; you can create friends and colleagues all over the world that will last you a lifetime. You will be able to influence today’s youth in positive ways and help build a solid structure for the next generation.

A Decipher volunteer is a person who:

· Has made a free and informed personal decision to take part in a continuous promotional activity of their respective game within their community;

· Engages himself/herself in a personal learning process by participating in activities that promote the game in a predetermined manner, creating new approaches to already recognized promotions, and by generating unique and new ideas for promotional opportunities; and

· Supports Decipher’s motto “The Art of Great Games” and assists the company in creating a quality and exciting gaming environment for everyone to be a part of.

2.) Volunteer responsibilities and opportunities

Being a Decipher volunteer makes you a representative for the game, not the company.  In the public eye, however, you may be mistaken for a company representative.  You should carry yourself in a way that presents a positive image as a whole, increasing your effectiveness and also the reputation for both Decipher and its games.  Decipher is conscious of its image and selects people who can best achieve its promotions in a favorable manner.

What qualities does Decipher look for in a volunteer?  One of the first things Decipher looks for are volunteers who give freely of themselves, who have a genuine love of the game, and who want to get something going in their community.  It is well known that the easiest way to get a promotion into whatever you are looking for is to already be doing the job of that position.  That is recognized here at Decipher. 

But you’re here now, what does that have to do with you?  Well, you have demonstrated those qualities already, so here are seven things expected from the well-rounded Decipher volunteer.  These are your responsibilities:

A. Monthly Reports – Communication is the basic linchpin that holds any group of individuals together.  The better the communication, the better the group operates as a team.  Monthly reports keep Decipher informed of what is and what is not working.  Decipher requires each of its volunteers to send in a monthly report.  These Monthly reports are described in detail in a later chapter. These reports are to be sent by e-mail to your exclusive and private Product Champion discussion list during the first week of the month.
B. Leadership – The community as well as other local tournament directors look to you as a leader. The impression that you give them is a powerful one and should be taken seriously. Make the most of it and it will be a rewarding experience.

One of the ways that Decipher will be counting on you is to be a leader in the area of tournament organization.  This includes the wrap-up and reporting of results after a tournament has concluded.  As you are aware, all tournaments are required to be submitted electronically through the tournament software.  If there is a tournament director in your area that does not have the ability to submit results via the tournament software, take it upon yourself to be the one that will submit the results for him.  Not only will it ensure that the tournament is rated, but it will also encourage that director to run subsequent tournaments. At the same time, you will want to train that director to use the software independently rather than continue to be dependent upon you.

To sign someone up as an official Decipher tournament director go to this link:

http://tournaments.decipher.com/
Another way that Decipher relies on you is for coordination between the tournament directors in your area.  There should soon be, if not already, quite a few directors in your local playing communities.  Make it your responsibility to take them under your wing and coordinate their efforts. Help them devise a schedule of events so that none of their tournaments overlap.  Get them together and talk about what works and what doesn’t. Make them feel like part of a team.  The better coordination you have, the better success your community will have.

Other options that will assist you in leadership and coordination are online e-mail lists and web sites (such as listbot.com, and yahoo.com), writing your own newsletter, and more.  E-mail lists and web sites help you communicate with your players and tournament directors.  Newsletters give your community an update as to all the happenings in your area.  There are many ingenious things that you will be able to do: all you have to do is ask your fellow volunteers; they are more than happy to help you out.

C. Tournaments – This is the trickiest part of all your responsibilities.  You don’t have to be the one that runs all the tournaments in your area.  In fact, we encourage you to find and train reliable tournament directors.   However, all Volunteers are expected to run one tournament per month.  This keeps you in touch with local players and the local play environment.  The thing that Decipher really wants you to do is make sure that your area is taken care of tournament-wise.  If there are not other active tournament directors in your area, you need to be the person that is running the tournaments.  You cannot let your area lapse.

The ultimate goal is to be a mentor to others, first training them to run tournaments and then helping them to maintain a growing player base.  It can take time before a trainee is able to do things without your direct assistance, but once that happens you can step away from the scene and watch over it from your new base of operations.  Don’t make the mistake of giving them the responsibility, walking away, and letting that area fall apart.  If you start to see that things aren’t happening, then you need to get back there and start to make things happen again.

One of your goals should be to keep all of your local areas active.  When you build an area up, make sure it stays up.

D. Demo Events – These are not coincidences nor are they moments of opportunity that you encounter unexpectedly.  Of course, you may find that such opportunities present themselves, but for the most part they are planned and organized events. The best way to organize a demo is to arrange a regular time for you to be at the demonstration location on a weekly or bi-weekly basis. That way, people begin to know that you will be there and can find you in order to learn how to play.  You should have proper demo materials on site, as well as any promotional items available, in order to carry out a proper demo during those hours.  The focus of these times is to attract new players to the game.   All volunteers are expected to coordinate and hold one demo session per month.
E. Promotional Events – It is expected that Decipher volunteers will be pillars of support, not only to their communities, but to Decipher’s initiatives as well.  Conventions are one of the ways that Decipher counts on volunteers to support its games.  Many volunteers end up running the smaller conventions in their areas and/or assisting at the large conventions throughout the year.  Sometimes Decipher might call on an individual to assist, but history has proven that it is the volunteer that usually comes to us with a show they want to support locally. 

Demo Tours are another area where volunteer support is critical.  From time to time Decipher embarks on massive demo tours that are nation-wide and sometimes are in conjunction with major retailers. When these opportunities present themselves, we count on the volunteers for local support. A number of volunteers have taken it upon themselves to do a local or area-wide demo tour of their own and we are happy to provide resources for such initiatives.

F. Team Support - Support of Decipher in public forums such as e-mail lists, ICQ, BBS, and your local playing community is mandatory.  In short, there is a time and place for everything.  Concerns and complaints of Decipher policy should be taken directly to Decipher, either through the volunteer e-mail lists or in a private communication to your volunteer leader
.

G. Retailer Contact - Decipher expects that you offer support to your local retailers.  Many times retailers will have needs that you can take care of through demo events, knowledge of upcoming products, or assistance with promotional materials.  Create a lasting relationship with your retailers, make sure they are comfortable with what you are doing and work on a game plan with them.  The better relationship you have with them, the easier time you will have in coordinating events.  Product Champions are occasionally expected to also deal with distributors as well.  Distributors are partners with Decipher and occasionally are asked to coordinate events.  Professionalism and communication are again the keywords. Distributors will come to respect your integrity and professionalism, just as the retailers in your area do.
That’s quite a list of expectations to fulfill, huh?  Not really, there are so many ways to turn all of this into an exercise in ‘fun’ that it should never feel like it’s overwhelming.

3.)  The goodies

Because there are high expectations of our volunteers, it’s appropriate that Decipher makes sure you are compensated for your time and effort.  Here are some things that Decipher will give you to make your promotional work easier:

· Promotional Decipher Clothing 

· Periodic special premium gifts and/or new products as they are released.

· Advanced news of upcoming products and announcements (though you won’t be privy to all advanced information).

· Subscription to the volunteer e-mail list for your game, which is the best way to stay informed and up to date with everything going on in the Decipher universe.

Chapter  2  Central Command, I’m Going In!

You will be expected to visit new retail locations other than the ones you already frequent. If you’re not used to it, visiting a new retailer can be a little intimidating. Well, not to worry, it can be an exciting thing!

1.)  Approaching retailers and chains

Before you approach any retail establishment, first check to see if they carry the Decipher game you are supporting.  Check to see where in the store the product is carried and how it is being displayed.  This can be a good selling point. By offering to demonstrate and promote products they carry, you can convince them of the possibilities for increased sales – and that always helps.

When you approach a new retail establishment, wear your volunteer shirt and look professional. If you go to a standard game shop, ask for the owner or manager.  At a major bookstore chain or retail store, try asking for the Community Relations Manager.  These are the people that will be able to help you organize your events. When you make contact with them, let them know that you are a volunteer for Decipher, and that you are interested in running demos and/or tournaments for Decipher’s games.  You will want to leave them your current phone number and e-mail address so that if they have any questions or need to get in contact with you, they can do so.

If the retail representative agrees to have you run demos and/or tournaments or RPG campaigns, work with them on a time schedule. They may already have events scheduled; take these into account when you begin to determine the dates and times for your plans.  Also ask them about what they can do to advertise your event. They may have their own newsletter, e-mail list etc. Allowing you to write up your events in these areas will benefit the retailer as well as the event. Also, give them your assurance that you will advertise this event yourself among your community of players.

When you start to run the demos and tournaments, remember this one rule: Consistency is the key. If you continue to run demos and tournaments in the same places you will have a constant flow of regular players. People will come to rely on your schedule and show up on a regular basis.

Stay in communication with retail stores you have contacted, especially those you have begun to work with. Whether it’s a phone call, or an occasional e-mail, always keep the retailers informed of upcoming Decipher releases and promotional plans you are making in the area.  When they feel that you are supporting them, they won’t feel as threatened by your activities at a competitor’s shop.  They will also begin to consider their own efforts at promoting your events in their store as worthwhile and profitable.

2.)  How to organize a demo and build demo decks

When organizing a demo there are several things to think about. When you find a place to hold your demo, you will want to work with the retailer on a day and time to hold the event. First, find out about their upcoming schedule of events and product releases.  For example, if you’re doing a demo at a major bookstore, you could organize a Star Trek™ CCG or RPG demo with the release of a new Star Trek novel. Be creative when it comes to setting up demos. 

Try to enlist the help of some of the local tournament directors, or even players to assist you with the demo.  This not only takes some of the pressure off you, but gets your community involved as well.  When you enlist your “demo team”, choose members that you trust and that are well informed with the rules of the game.  Keep in mind that you will want your demo team to be able to work well with new people.

When a demo is scheduled at a retailer one thing you should do is approach the store employees about learning the game itself.  Having someone at the store that enjoys the game can be a huge promotion itself.  Long after your demo is done there should be someone there at the store that can demo the game they sell.

When running a demo at a retailer, ask their permission to display some of the product next to your demo tables so you can have it on hand to show to potential new players and customers.  This will encourage the person to make a commitment of an initial purchase of the product from the store.  When setting up a demo with the retail store, see if they can provide extra tables and chairs.  Most stores should be able to accommodate this.  If not, see what you can do to provide the tables and chairs yourself.

When the day and time of the demo is set, make sure to see if the store or retailer can help you advertise the event. Do not leave it to them to handle all of the advertising. Use your own resources as well. Contact your local players. Drop by tournaments to make an announcement about the demo.  This gives them the opportunity to bring a friend that may want to learn how to play.

Always have demo decks handy for such events.  It’s very easy to build your own demo decks.  Decipher recommends smaller, 20 to 50 card, demo decks.  You don’t have to use rare cards; you may want to try a bunch of common cards, but using recognizable faces makes the demo a more pleasing experience for the person learning how to play.  Main characters are easily recognized by people and help them relate what they love about the property to our game.  However, if you do use rare cards with a lot of main characters, be sensible, keep an eye on it.

When you build a demo deck, stay away from theme decks and complicated strategies.  Keep your demo decks straight forward and simple.  Always have two demo decks that can play against each other.

When running the demo, let the person you’re teaching choose the deck they want to use.  Don’t make the demo a “fake” experience, but try to let the learner win a game.  The thrill of victory can go a long way.  Keep in mind that you don’t have to explain every single rule; the demo shouldn’t take too much time because they will lose interest. At the same time, don’t make the game appear too simple to master. Your newbie may decide that after winning the demo, the game holds no challenge for them. For every person that receives a demo, remember to politely ask for their name and contact information.  This will allow you to stay in touch and inform them of upcoming demos and tournaments.

Doing demos for the RPG are a bit more complicated, as they involve having more time and some characters or campaigns set up.  Contact the local RPG group to see if they have interested participants.  You can ask the store owner to start a list of interested players at the store for you to contact.  Demo consistency is just as important for this group as well.  Setting up a regular time for campaigns will help build a base of consistent game.
3.) Building a player base, and keeping it

Keeping a player is an ongoing process.  Don’t let your players fade away; there are steps you can take to stop this from happening.  

One thing you may want to do is set up a weekly gaming night.  If you set up a gaming night that is consistent from week to week, then your players will have a reliable place to meet and play.  By training your players to show up on a continual basis, your player base will grow.  This is a great way of informing your players of upcoming events and gives them a place to try out new deck designs and trade.

Set up a weekly gaming night at a location that most of your players can get to easily.  It should be a centralized location whenever possible.  Locations for a gaming night could be your local game store, pizza place, or library. Whatever venue you choose, make sure you contact the owners/managers of these venues and discuss it with them to get their OK first.

Every time a new player shows up to one of your tournaments, make sure to take down their information.  A good way to keep track of your players and keep them informed is to create an e-mail list.  (Not everyone has e-mail access so you can call those players who do not have it.)  This type of e-mail list can reach many players and keep them informed of upcoming events.  You will be able to have a good idea of who is coming and who isn't.  You can also use this forum to answer any rules questions that may come up before big tournaments.

Updating your e-mail and call list is important.  If you have a player that wants to be removed, or is moving, you will have to update your list.  One thing you may want to try is contacting another tournament director or volunteer and sharing each other’s lists.  Another option is creating a discussion list that can contact players in your region.  This is a great way to advertise upcoming tournaments and demos.  It’s also great for discussion with other players.  There are several services that offer free e-mail list features and it should be no problem finding one that works best for you.  Stay in touch with your players constantly.  Talk to them; get to know them.  If one drops out of the tournament scene, find out why.  Let them know you care and are interested in their participation in the local community.  You can learn a lot from your players if they feel they can talk to you.  If they have any problems with the game or with the playing community, reach out and see if you can help.

Always keep up to date with the rules.  Your players need to know that you’re the authority figure when it comes to rulings.  Do your homework.  You will have access to e-mail lists, rules updates, and other game information that your players may not. It is your responsibility to keep them informed of such information at your tournaments.  If your players don’t have confidence in your rulings, you might lose them as players.  Remember, while you are the authority, it’s a good idea to always listen to your players and help them whenever you can.  You are in many ways a mentor who can provide them with both guidance and a fun atmosphere to play.

4.)  Cardinal sins of the volunteer program

These are what will cause a volunteer to be dropped from the program.  Minor mistakes can be tolerated, especially if you have good intentions, and Decipher is very willing to work them out with you. The following “cardinal sins,” however, are never acceptable.

· Never alienate a retailer.  (Retailers are necessary – despite how they make you feel.)

· Never badmouth a retailer to your players.  (Even when the retailer deserves it.)

· Never publicly denounce a product or policy that you have concerns about.

· Never manipulate tournament data or otherwise work around the system.

· Never alienate another Decipher Product Champion. (You are expected to cooperate and work together with other Product Champions in your area)

If a retailer is being a real pain, or is even intentionally antagonizing you, do not strike back.  Allow the retailer to develop his/her own reputation.  The players will see through the mess, if you keep your own side clean.  If you react in a hostile manner to the retailer, you will only hurt your own reputation.  If you concentrate on keeping your own behavior exemplarily, your players will always support you.  Relationships between you and a retailer should never be a battle of egos.  If problems persist, contact the head of your volunteer corps.  They will either intervene on your behalf, or give advice on how to handle the situation.  And, keeping Decipher aware of what is going on, or might happen, before it gets out of hand is always a good thing to do.

All Decipher volunteers care deeply about the games. For that reason, they tend to have strong opinions about them. There are pros and cons with anything, and Decipher picks the one that is the best option, though it may not be immediately apparent. Your duty here is to look for the positive side; if you do not see one then you should discuss this privately in the volunteer forums or with someone at Decipher. By doing this you will be armed with information to present this positive side to your local players. If someone catches you off guard when you can’t see the positive, be honest. Say that you don’t know the answer to that, but you will certainly find out. Be sure to follow through by giving the player a phone call after you have contacted Decipher to find out.

Decipher Product Champions are not allowed to sell Decipher product or any other items they get from Decipher. This includes tournament prize support, volunteer goodies, The LOTR TCG League Kit, etc. We also request that you do not sell Decipher product you get in any other means. One of the main reasons for this rule is because it is in direct conflict with support of local retailers. If we get complaints from your local retailers that you are selling product and undercutting their direct sales, we will have to take action and will confront you directly about this. Decipher Product Champions are not allowed to sell Decipher Product and other Decipher items unless they are specifically given permission to do so by a Decipher employee (i.e. sealed deck product at a local con to help cover your costs). 

If you are a Product Champion selling these items on e-bay or in any another forum, please stop immediately. If you continue to sell them, you will be removed from the Product Champion program.

In addition to this list, there are other things that should be obviously really bad. Breaking laws, physically or verbally assaulting someone, and similar things should be obvious grounds for expulsion from the volunteer system.

Finally, not following through with other requirements will be grounds for suspension or expulsion.  Failing to turn in activity reports, failure to run tournaments and demos in a  consistent manner or failing to maintain contact with Decipher may lead to temporary suspension of your volunteer status.

Chapter 3   Always Be Prepared.

This chapter is mostly a list of suggestions on how you can be ready to handle most situations that come up when preparing for and running a tournament.  Not all need to be followed, but some of them are definitely required.  Look through this chapter and take the time to be ready ahead of time in order to save yourself a lot of work later.

1.) How to prepare for a tournament in advance

BEFORE THE EVENT 

The effort you put into a tournament beforehand will have a direct effect on the success of your event.  Just posting a tournament and then waiting for the big day will not be as effective as getting your materials ready, promoting your event, and understanding what is to be expected of you as well as of the players.

Make sure your players know all the details on the location and time of the event.  All sanctioned tournaments should be posted on Decipher’s web site, including the tournament director’s e-mail address and/or telephone number for questions.  Give yourself enough time to publicize your event.  All advertising and posting of tournaments should include the entry fee you plan on charging.  While Decipher desires for all tournaments of its games to be affordable for the entire gaming community, a small fee to help increase the prizes can make the event more exciting.  Most players accept the fee charge with little or no complaints because they understand that the money eventually goes back into the tournament system.


Find a roomy place to hold your event.  A local shop is usually the best choice (helps with ads, prizes, and traffic), or try social clubs, church halls, or college meeting rooms.

Set the date and times: weekends are best for most players most of the time.  Check to see that it doesn't conflict with a major holiday or happening.  Try to avoid scheduling your tournament for the same time slot as another Decipher tournament in the nearby area.  Introduce yourself to tournament organizers of other CCGs popular in your area so that you may coordinate around each other where possible. Allow plenty of time for the event, including game time, breaks such as lunch, and administration (registration and wrap-up).


Set the pace and the format.  Determine how many rounds there will be, any breaks that will be taken, tournament director etc.  It can be helpful when running a tournament to allow a few minutes before the tournament starts for a Q&A session especially after major rulings changes or updates. Keep in mind that the format determines price (Sealed Deck or Constructed), so choose one that works well with your player base.  Another thing to consider: set a format that puts hot cards in players' hands, to keep interest peaked.

In addition to posting in the decipher.com tournaments area, use other means to advertise your event.  Make flyers or a signup sheet for players to register.  Send e-mail to area players with tournament info.  Keep entry fees reasonable and offer good value for the experience. On your flyers, include the tournament pace and format, location and time, tournament director contact information (so that they can call with any questions), fees, and any other points of information that might help.

Make sure you are up-to-date on all current rulings in the Current Rulings Document, FAQs, and errata. You should download the latest version of each of these from the tournament resources page on the Decipher website. Also keep the latest version of the Tournament Code of Conduct available for all tournaments.   There are also a number of guides that can be a big help as well.  To know how the Swiss scoring method works for both constructed and sealed deck events, as well as some general tournament guidelines for Decipher tournaments, read the latest version of the Tournament Guide.  Make sure you understand how pairings work and how issues like byes, tiebreakers, and time limits affect play for your game.  Know where to find info for commonly contested rules in the glossary.  Finally, be familiar with any game format explanations, if you are planning any special scenario or themed tournament.

Be an expert at using the Official Tournament Software.  This cannot be stressed enough.  As a volunteer, you are expected to be very accustomed to using it, and also to assist any tournament director who requires assistance in learning how to use it or with transmitting the files to Decipher.  You are Decipher’s main source for training a tournament director in the use of the software, so know how to use it well.

For major events, especially those used in the Championship Circuit (events that lead up to the World Championships), or Premiere Series Events, many special guidelines apply.  Make sure they understand the appropriate deck-construction guidelines for each game.  Also, make sure your players know if they have to have a deck list prepared and direct them to the official deck list forms Decipher has created for each game.  While it is not always necessary to have the deck list done on the forms Decipher provides, it does make it easier to check them during the tournaments.

DAY OF THE EVENT 
Show up at the event location in plenty of time before the tournament to welcome players and register them.  You will want to bring the following items along:

· Tournament guidelines and reference stuff such as resolution guides

· Game rules, glossaries, CRD’s, FAQ’s, and other rulings documents.

· Digital timer such as a chess clock or digital watch (Optional, but a great idea)

· Camera to record the event (Optional, of course!)

· Pens (Bring plenty)

· Copies of scorecards, such as the Command Cards and PADDs (Lots and lots!)

· Deck list forms (If used.  Strongly recommended for all major events)

· Prizes and bonus cards for beginners, on par with entry fee (If appropriate)

· DGMA Code of Conduct

Check player scorecards for legible, complete information.

Before you begin, share your plan — game format, how many rounds, time, breaks, basic rules, scoring etc…Ask for (and answer!) player questions, particularly about any fairly new or major changes in the rules.

Once the first round begins, your responsibility is to make the best judgments you can.  Have reference materials on hand.  If you're stuck for an answer, check them.  Rule as quickly and as fairly as you can.  You may be wrong — you may have to apologize later — but rule and press on.  Don’t just guess an answer but while looking it up, use discretion when delaying game time.  Collect the scores as the games begin to end.  It is usually a good idea to have an area set up where both players are forced to leave the play area and report the scores to you together.  That way you can stay organized and help to reduce “scouting”.  Remember, it is the player's responsibility to check scores and results on their scorecard, and to sign it.  Even a dropping player needs to sign, to affirm his or her intention.

After the last score card is filled out, tally all results.  Double check before announcing the next pairing for some important info: Did each player sign his card?  Are any pairings repeating a previous pairing?  Did anyone else drop from the tournament?

2.) Knowing the “dos and don'ts” of tournament etiquette

Make sure the players are sportsmanlike and kind to their opponent (suggest shaking hands after the round etc.)  Scouting and stalling are not allowed and are not good strategic options.  If they are in a high level competition remind them to refrain from talking about other decks or sharing notes they are using for a tournament report.  No matter what level of tournament this is, we are all here to play a game we love and enjoy and to simply have fun!

Rulings, Misplays etc — Remind your players that it is important for them to stop the game if they have a rules question or feel a misplay was made and call over the tournament director.  Tournament directors cannot go back and make changes if a player continues game play and then brings it up later or when the game is done.  Remind them to double check their scorecards at the end of the round and make sure the math was done correctly.  Human error can occur and it’s good to double check things like that.

The tournament director has final say in any rulings not covered in that game’s glossary.  Make sure your players know that even if another tournament director, LOTR PC Member, or Ambassador is playing, they do not have the right to make rulings during the tournament.  The only exception to this is when the Tournament Director is playing in the tournament under specific accepted guidelines.  (Likewise, if you are playing in a tournament be sure that the other players who know your position also know that you are not there to overrule the director for this event.)  Only the tournament director running the tournament has the final say on any rulings; other tournament directors have no say on those rulings and may not over rule the tournament director directing the tournament.  The tournament director that is running the event may choose to consult other people, but ultimately has the final word during the event.  Decipher may choose to intervene on a rare occasion, but tends to side with the director when the correct answer is not obvious.  Please ask players to respect this, even when they feel that the Tournament Director is wrong.

As a last note, since the shirt Decipher sends you is your uniform, you should only be wearing it while performing official duties.  Please do not wear your Ambassador or Rider shirt when playing in another director’s tournament, as it might cause confusion regarding who is in charge.   

3.) Dealing with inappropriate behavior in tournaments

Some people are concerned about what to do in situations of cheating, disruptive behavior, and other actions leading to a non-positive playing experience for others.  The DGMA Code of Conduct has a list of infractions and the penalties for each infraction.  In addition to what it says, here are a number of general rules to keep in mind when deciding each case.  The tournament director has the ultimate say at his or her tournament, but should always rule along these lines:

· Cheating and conspiracy to cheat are simply not to be tolerated.  Even the most merciful tournament director should begin to penalize the offending players after a first warning.  Some cases do not even merit a warning, but should have immediate consequences.  This is up to the tournament director to decide when it happens, or is first discovered.  It is usually better not to wait and decide how to deal with it at a later time.

· Un-sportsmanlike conduct should be heavily discouraged.  At what point does it become cheating?  That can only be determined on a case-by-case basis, but anyone who engages in such style of play should be reminded of what the game is about and told of the possible consequences of continued behavior.

· Ugly behavior, foul or offensive language, personal harassment of another player and encouraging others to engage in such a manner should not be allowed in a tournament.  A tournament should always be a safe and wholesome environment for a family to play in.  Don’t wait for the situation to get out-of-hand before intervening.  It is easier to keep it clean than it is to clean it up after it gets dirty.

Each situation is different than the rest and each tournament director has his/her own interpretation of the above rules.  Similarly, the penalties given to offending players will vary by location, director and situation.  Is banning a player an acceptable punishment?  Yes — sometimes.  Are repeated warnings acceptable as well?  Yes.  Can a director cause a player to forfeit games?  Certainly.  Multiple games?  Yes, if it is deserved.  What about unlisted offenses?  You have to use your best judgment.  What is the basic rule of thumb for dealing with inappropriate behaviors?  Use common sense, fairness, justice, and mercy.  

Chapter  4  No Business Like Show Business.

As a volunteer, you will have opportunities to represent your game at shows, cons, and expos both in your region and at the Decipher booth during the big summer season.  You might be contacted by convention organizers, or by a host retailer to run tournaments and/or demo games over the weekend.  You might be contacted by Decipher and asked to set up some type of activity at a show in your area.  You might be part of an organizing committee or simply determined to show up and do things for the game regardless of whether they ask or not.  How does one go about making preparations for a demo booth or a set of tournaments at one of these shows?  What needs to be done beforehand?  What needs to be taken care of while the show is happening?  How can one person make a difference?  Here are some tips on working with others to set-up and run both tournaments and demo booths at conventions.

1.) How to organize for a convention

Some shows may have additional requirements but there are general rules to follow when getting started with your organization.  For starters, it is not a very successful venture if you show up without being expected.  No demo booth or table for you, no tournaments scheduled, just you and a few demo decks.  To be effective, one should always approach the convention organizers to work out the details, if they have not already contacted you.  They will be able to define what you are allowed to do, what you are not allowed to do, and what type of location you will have available to carry out what it is you wish to do.  When you do not know the main contact person for the event, make an attempt to contact members of the organizing committee.  (One is usually listed on the flyer or web site.)  Know what you want to accomplish before you contact this person.  The person is going to want to know whether your primary benefit to the convention is entertainment (such as a demonstration booth), or additional attendees (such as a tournament).  This information helps to determine what space you will have available for your activities and whether they want to make you pay for the space or not.

Unless you are working one of the “big summer shows” at Decipher’s request, Decipher will not be paying you in cash for your time and effort at these shows, generally speaking.  Decipher will also not be paying for your hotel, gas, food, convention, and other expenses incurred while running a booth.  However, there are creative ways for you to reimburse yourself of these expenses.  Running sealed deck tournaments is one such way.  Decipher is able to provide sealed deck product for some shows, which you are allowed to charge an event fee for.  This fee is not to be sent to Decipher.  It is your reward for running the show.  By pushing these tournaments and getting lots of people to show up for them, you will be able to meet all your expenses, and possibly even a little extra.

Most conventions that offer gaming of any sort will allow you to set up at least a small table for demonstration purposes and for running a tournament, usually in the game room.  However, you can ask for and sometimes receive a larger or better-placed space to showcase the games.  Once they understand that you are not there as a retailer but as a demonstrator and volunteer, they might consider giving you a wonderful spot and often for no cost!  If they are willing to do this, be prepared to spend a lot of time at this booth/demo space and consider inviting others to help you with the demos.  The task becomes more fun and the success rate increases when you have a demo team on hand to showcase the game.  

Questions to answer and resolve before the show:

· Convention contacts and expectations.  (Whom do you go to for assistance during the show?  Who is in charge?  What would the staff like for you to accomplish with the space they are going to give you?  Will you be charged for anything?  Can you charge for sealed deck tournaments?)

· Booth, tables, and chairs request to con staff. (Also ask about getting separate tournament space if you will need it.  Find out what the convention can provide for you.  How many available badges?)

· Demo supplies. (Make or obtain basic, teaching decks.)

· Support request to Decipher. (Fill out a Decipher request form for posters, demo decks, prize support, sealed deck product etc…)

· Demo crew. (Identify, train, and organize your help.  How much time can each one provide you?  Are they buying their own badge?  Are they sanctioned tournament directors?)

· Schedule of events. (Tournaments?  Demos?  What about sealed deck events?)

2.) Running a demo booth

It’s all about the energy and the presentation.  If you can keep up a high level of energy (at least in front of the crowd) and can present your game in a confident and easy to follow manner, you should have a successful weekend. Once people see you at the demo table or tournament area, you are considered the game’s representative throughout the entire weekend.  They will not be able to distinguish between your private personality and your public personality, so keep that in mind not only as you work but also when you have left the booth and are relaxing somewhere else.  Making a large negative scene somewhere at the end of the day is not acceptable.  Spectators who saw you at the booth earlier will be thinking, “There’s that Star Trek CCG person.  Look at how he is behaving!”  Some might not care, but as a representative of the game at the show, you cannot afford to be careless.  Decipher is not demanding that you have perfect behavior, but you must always strive to follow the basic volunteer creed when in the public eye.  Integrity, Professionalism, and Fun are your code.  Live by them.

Being a part of a demo team is one thing.  Running a Demo Team at a show for the weekend is quite another.  There are extra responsibilities because you are the one that the convention organizers will be basing the next year’s participation on.  If you run a good booth, and demonstrate a benefit to the show, then you will almost certainly be welcomed back the following year.  You may even receive a personal invitation to run it again. 

 Issues to resolve while the show is in progress:

· The booth.  (Is it being manned?  Are there activities that promote the game going on?  Have you found a way to maintain crowd control or can everybody just walk through the booth in a haphazard manner?)

· The display.  (How is the general layout of the booth?  Is product being displayed in a promotional manner?  Is the booth clean and kept up or is “stuff” all over the chairs and floor?)

· The supplies.  (Have you stocked the demo supplies?  What about free give-away materials?  Do you need to replenish anything?)

· The tournaments.  (Has the tournament director shown up to run it?  Have the prizes been assigned and delivered?  Any problems requiring assistance?)

· The staff.  (Do you have enough people around to do the demos?  What about someone, like yourself, who can pull in passers-by to receive a demo and also maintain demo supplies and booth appearance?)

The goal is not to get so bogged down in details that you can’t enjoy yourself.  But take a moment every now and then to check on the situation at large.  You do not want your product being stolen, the free giveaways running out far too early, or your team members burning out the first day.  Organization is the key that will make the operation smooth and enjoyable for all.

3.) Providing follow-up

When it is all said and done, it still needs to be said again.  Send feedback to Decipher.  Writing up a summary of how the show and the booth did, both the good news and the bad news, helps Decipher to see how its games are growing and also helps you to find ways for improving the next time.  You can see what worked, what didn’t, and what was missing.  Save your reports for future reference.  Even if you never do another convention again, you will always have the information available to help the next Decipher volunteer make plans for his booth.  If you ran any tournaments, you will need to show Decipher what the support went to.  Did you use up the product with the events?  Did you have any left at the end?  Were you able to meet all your financial needs for the show?  Make the report while the weekend is still fresh in your memory.  That way the report will include details that otherwise might be forgotten.

Chapter  5  Get Connected!

As a volunteer, you are in many ways the leader of the Decipher playing community for your area.  You should be the one that has the information.  You should be the one that has the experience.  Many will look up to you for direction.  Decipher looks to you for providing this and more to players and retailers in your region.  How can one do all this without feeling like a lone hero?  Stay connected to Decipher and to your fellow volunteers!  Here are some guidelines for keeping Decipher in touch with you and keeping yourself in touch with them and your fellows.

1.) Keeping Decipher up to date on personal information

Keeping Decipher up to date on your current contact information is an incredibly important piece of information that Decipher requests from you.  Without knowing all your current address info, prize support wouldn't get to you, important volunteer shipments wouldn't arrive, and Decipher might not be able to get in touch with you if there is an urgent issue.

Here are all the pieces of information that Decipher has on file for each one of you.  Some of them we must have current at all times.  If any of this information ever changes, you must let us know immediately.

Name

Mailing address (cannot be a P.O. Box)

Phone Number

E-mail address that you want subscribed to the volunteer list

Birth date 

Shirt size

You must make sure that your information has been updated in both the tournament director database and with the Decipher Product Champion Coordinator. 

2.) Activity reports

Decipher needs to know what you are doing, and activity reports are the key for this.  They serve several purposes.  By submitting reports, you help Decipher see the trends that are taking shape in your area and the world at large.  They let us identify any problems that might be creeping into the playing community as a whole or in a specific area.  These reports also provide a detailed account of your activities and value to Decipher as a volunteer.  They let us know that you are actively carrying out your volunteer duties, and give us an idea regarding the effectiveness of the promotions you are doing.  This also might help us to give you an idea for better promotions in your area.

These reports will not only be looked at as you submit them, but whenever a review is made for renewing membership in the volunteer program as well.  There are several ways to organize your report. There are guidelines that should be followed in order to cover the information required of you.  

A good activity report will cover 5 areas.
1. The State of your area (not only for the Decipher game you represent but for other games, and CCG/TCG's in general: rumors you might have picked up, relationships with retailers, sales information, tournament and event attendance stuff like that)Give a summary of how things are going, in general among the groups you maintain and are trying to start up.  This is the general, “gut-feeling” section where you can share your hopes and your concerns with us.

2. What have you done "For Love Of The Game" in the past month?: demos, new retailer contacts, new avenues explored, TD recruitment and coordination,
events held, tournaments run,....
Tell Decipher what you have done lately.  This is the section where you should highlight your accomplishments and show-off your successes.  You should also include any frustrating experiences where you didn’t reach your own expectations.

3. What new target (store, gaming clubs, special event) are you planning to establish contact with in the next month, to promote Decipher games? 

4. What have you got planned to promote the Decipher game you represent in the next month(s)? Set a goal for accomplishing an increase in the game community’s growth and a plan for how to meet that goal.  This is the section where you tell Decipher your plans and make a request for backup, if needed.  (Such requests should actually be made as far in advance as possible, in order for Decipher to consider them.)
5. Retailer Store(s) or venues you have run your demos/tournaments:
#1
-Retailer/Venue Name
-Street Address
-City
-State/Province
-Zip/Postal Code
-Phone Number
-Retailer/Venue Contact (owner/manger)
*Please provide all retailer contact info requested above.

3.) Making the most of the volunteer e-mail list

There are some basic things that you should remember when posting to any Decipher e-mail list, be it volunteer list or discussion list.

· Please assume that all information shared on Product 
Champion list serves is confidential, and is not to be share outside of this forum unless otherwise instructed. 

· When using off-topic posts (not related to the list you are on) please use the standard “[OT]” in the subject line.  Those that don’t read this kind of post can ignore it if they wish.

· When you hit “reply” to a post on one of the Decipher lists it will by default to send back to the list and not to the sender.  Be careful of this.

· You do not have to read everything posted on the list, but Decipher asks that you make an effort to read as much as you can.  Decipher also insists that you read everything that comes from any of its employees as this is the main avenue through which they can communicate with you.

· If you need to change the e-mail that is subscribed to your appropriate volunteer list, you need to let Decipher know what the old address was and what the new address is. Please contact the Decipher Product Champion Coordinator for these changes.

· You must be on the volunteer list for the game that you promote at all times (It is required).

· There are no digest versions of the volunteer lists.

· Always post with your first and last name in your signature file.

Remember that e-mail conversations can be misleading.  You don’t get that natural inflection and context that comes with face-to-face communication.  Everyone on the volunteer list is a team and should act like a team.  Arguments should not occur; if you have a problem with another member of the team either take it to them privately or take it to your volunteer coordinator.

Use common sense when posting to the list.  Responses that just say “Thanks” etc. should be sent to the party in private and not to the list.  When sending a personal note, don’t send it to the list. When posting a rules question, research the question in all the current rulings and glossaries before you post the question. If you are responding to a rules question, site your source.  Don’t say “I think…” say “You can find that answer on page 22 of the glossary under…” 

The volunteer list can seem a little intimidating at first, but with just a little effort you can get into the swing of things.  When used properly the volunteer lists can be incredible tools in assisting you in your volunteer duties.  Not only that, but it can be a place where friends are made that will last you a lifetime.

4). Online Support

There are two areas of online support at Decipher.com, the listing of all Product Champions for all properties and a property specific site available only to those Product Champions.  The volunteer lists are helpful in finding current information about others in your area and around the world.  The property specific sites will contain time-specific information and helpful tools, such graphics, templates and property specific forms.  Please contact Kevin Reitzel for the user names and passwords for your specific site.  

Chapter  6  Time To Ride Off Into The Sunset.

You know the scene that ends every classic cowboy movie, where the good guy who has just saved the town, killed the bad guy, and upheld justice rides out of town and into the sunset?  Have you ever wondered where they all go?  You WILL have the opportunity to find out!

1.) Moving on to the next location

One of the primary differences that distinguish the promotions volunteer from the standard tournament director is that the volunteer should have no loyalties to a specific locale.  In fact, Decipher avoids bringing on applicants who are involved with a particular store (either as management or as employee) because that very position places pressure on the volunteer to concentrate all his or her resources at that one location.

“Are you saying that I can’t focus on one store and build up a good tournament scene, increasing the player base there?”

No.  Decipher assumes that you will find some places to be more conducive to growing a player base and encourages you to use such places to get established in each area you go to.  However, that does not mean that Decipher wants you to still be operating out of the same store a year later, with no new locations being focused upon.  As was stated in an earlier chapter, we want you to be building up a player base and then leaving that group in the hands of someone that you have mentored to 
succeed you.  You are to be a promoter, not a “super-tournament director.”  (We hope that you will prove to be both actually, but will work to fulfill your potential in the first role.)  The ultimate goal as a volunteer is to become obsolete.  (It sounds strange to hear such a statement, but see why it is true.)  You should be putting your effort into the creation of self-sufficient groups that will end up no longer dependent on you to organize on a regular basis.  Once you can maintain them from a distance, with only sporadic visits, you are able to focus on another group.  Eventually, you should need to be present there only to prevent the group from falling apart, allowing yourself the chance to find a new place to start up yet another group.

At each location, you should be keeping an eye out for someone to eventually take over your responsibilities at that location.  Of course, Decipher is not expecting those people to be the chief contact point between Decipher and the store; that will still be your role.  However, the tournaments and even some demoing should ultimately end up in the hands of a tournament director who is focused on that location.  If each volunteer had under his/her care at least four tournament directors keeping fairly active in Decipher activities, that volunteer would end up being very successful at building up the area around him or herself.  As you mentor these tournament directors and help them to build up their own player base (having taken it over from you), you will be training them how to eventually be independent and need you only to help them with the tasks of coordinating their activities with that of other tournament directors in the area.

As one of your tournament directors becomes more capable, you should begin looking at the possibility of handing your duties at that location over. One of the sad features of being a volunteer is the part where you have to hand the community you have created over to another person.  This is not fun, but it is necessary!  It is also reason to celebrate, because that community has grown up and can begin to develop a life on its own.  

Whenever you add a new location, feel free to have some supporters from other locations visit to help get tournaments sanctioned.  A group of a few experienced players can be a valuable tool in starting up a new player base.  However, do not steal the player base from the previous location and leave it empty.  In other words, make a break.  Start all over again, looking for fresh players and fresh territory.  This time knowing that you will have the experience you gained starting up the group at the last place.  You can use these experiences to build a network of communities and that is what will bring you big success in the long run.

So, when the time comes to leave the town of  “Dragon’s Cave” and head for the pueblo of “Sci-Fi Heaven”, take advice from the old westerns: Hold your head up high, saddle up, and ride off… And when some newer player says, “Hey, who was that man in the white hat?”  The sheriff you left in charge of the town can say, “Son, that man is the legendary traveling gun-slinger called…”

Chapter  7  Final Thoughts.

We’ve all been told at some point in our lives to “Play nice!”  Whether you are a 12-year-old player at a tournament, or a 40-year-old volunteer at a large gaming convention, there is always a need to follow this simple yet effective rule.  By putting aside differences, prides, and egos, we can do our part to create an enjoyable experience and a fun-filled community among our players.  When we forget to behave in a cooperative manner, the community becomes divided and the experience becomes a sour one for many.

1.) Working well with other volunteers

Here are some general guidelines that Decipher expects from all volunteers who represent one of Decipher’s games:

· Be professional.  Don’t wear offensive clothing or arrive at an event looking like someone who hasn’t bathed in a week.  Let the first impression you make encourage them to come back, rather than be driven away from you.  Your look, as well as your actions, should always impress retailers and players alike, and inspire them to enjoy our games.

· Speak pleasantly.  Foul language is not acceptable from you when you are representing one of Decipher’s games.  Insulting a player and making someone feel inferior or disliked is also not conducive to a strong player base.

· Be kind.  Generosity and a warm heart will win converts every time.

· Have integrity.  Your reputation is certainly affected by the amount of integrity you possess.  Honesty and diplomacy go a long way.  Greed and malice are not tolerated among Decipher’s volunteers.

· Have fun.  When you have fun and it shows, you are fun to be around.

Many volunteers are good at this, when running a demo or tournament or visiting a retailer.  But how many of you remember to follow these guidelines when the spotlight is off and you are among a number of your peers?  When working in a group setting, whether at a convention or playing in a large tournament, do you remember that you are a volunteer first and then a player?  What about when you are playing in a local tournament director’s tournament?  Do you remember to treat the tournament director with respect for the position, and to present yourself as an exemplary player, and not as a troublesome opinionated expert, who cares more about being right than doing right?

Another important aspect about being a volunteer at all times is the teamwork Decipher expects to be seen amongst its corps.  You are a part of a team, and you are expected to help the team achieve its goals.  Among other things, when you will not be able to participate in an event that other members are running, you should still support their efforts.  For example, when you cannot be at a convention but you know that there are other volunteers who will be there running events, tell your tournament directors and players about the event and encourage them to go and take part in the events there.  As a volunteer member, you should be able to expect your teammates to be there for you as well.  Personalities aside, you are all aiming for the same thing, so try working together on your goals, rather than keeping isolated and going it alone.

Setting egos aside is an important step in presenting a positive image at all times.  Your mission is to promote the game.  Your tools are available for use.  Your teammates are ready.  The territory is ripe for action.  Are you ready for it?  If so, then join the team!

2.) Remembering the commandments
· Be professional (in appearance and behavior)

· Have integrity (whether running things or simply participating)

· Have fun (don’t burn out, and promote positive experiences)

· Don’t alienate a retailer (they should be part of the community)

· Don’t alienate other Product Champions.

· Don’t speak ill of retailers to your players (players are not weapons to be used)

· Keep your criticism of Decipher out of the public eye (vent it privately)

3.) Remembering the duties

· Give demos in retail establishments and at local shows.

· Be responsible for tournament director creation and volunteer recommendation.

· Mentor Decipher tournament directors within your area.

· Participate in a discussion list for volunteers and active tournament directors within their area.

· Assist Decipher in organization of major events, when called upon.

· Coordinate the activities of local tournament directors.

· Run local tournaments, if there is not a tournament director responsible for that location.  (And why is no one else there?)

· Bring to Decipher’s attention any problems within your area.

· Provide a monthly report to Decipher.

· Assist Decipher with Tournament Software instruction.

· Provide information and promote products to area retailers.

4.) The Internet

Decipher is always looking for ways to increase the enjoyment that our customers gain by being a part of the Decipher gaming community.  Time and again, we have made decisions that are influenced by that goal.  To that end we decided to restrict the sales of product via the internet.  It is our conviction to support the retail storefront environment.  Retail stores are the "clubhouses" for our community and essential to our long-term success.  All contrary types of sales, such as internet sales usually end up being a bad route, leading to a negative experience for our players and retailers.

"Internet sales end up being a negative experience", you ask?  "What is wrong with players searching the internet for the cards that they love?"

Decipher sees it vital to support the activities for its games and the people that provide you the means to play the game.  For the players, this effort is focused on what we call "the Clubhouse".   Most gaming stores provide their customers with a gamer-friendly environment to play in.  Friends can get together and use the facilities, often without cost.  Retailers provide this extra benefit as a service because it promotes sales for them.  This benefit is a part of the value a player receives when he/she buys product at that store.  This is value-added service.

The local "clubhouse" for gamers can thrive as a positive environment, but that environment is threatened when one of its elements is removed.  It is often the case with internet sales that someone without a store (and expenses for keeping it open) buys in bulk and then passes the "product" savings on to its customers.  However, that internet site does nothing to provide the Added Value factor.  No place to game; no community to game with; no friends; no advice on deck building; no rumors of upcoming products; no tournaments; no demos to learn new games; none of the extra benefits that the local store provides the gamer.  No offering of any service, just product.  What they are actually doing is cutting out the Added Value, so they can undercut the local shop.  They make a buck and if you can't find a place to play. What do they care?  When the local stores lose sales, they lose their incentive to carry and support our games.  The gaming environment begins to suffer as a result of this.  As a person committed to the gaming community in your area, you need to become aware of what could happen.  Encourage your players to buy locally.  Help drive sales at the local level, so that the benefits increase for your players.  We want everybody to get a great value and we must support our local retailers.  Become community-conscious.  Do not suggest or support internet sales.  Encourage your players to purchase through local gaming stores, and give them reasons to support the local "clubhouses".

5.) Final Thoughts
The most important thing about being a Decipher volunteer is to have fun.  When you are having fun, your enthusiasm can’t help but spill over into your play community.  There are only a few things that you are asked to do on a regular basis.  They are: file a monthly report, run one tournament and one demo session in your area each month, and service the retail and playing communities in your area.  As a Decipher Product Champion, you have the opportunity to positively impact your local community, while enjoying the community of players and PC’s that exists worldwide.  The bottom line has to be that you enjoy what you do.    
