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CLEVELAND ORIENTEERING KLUB

ORGANISER’S HANDBOOK

These notes have been produced to enable an Organiser to prepare fully and properly for Regional and District Events, and are based on the assumptions that maps are pre-marked with courses, and that SPORTident or similar electronic equipment is used.  They are intended not as instructions, only as a guide to best practice.

This is version 1.2 of these notes.  Please check the Event Organisation Toolkit area of the CLOK web site (at www.clok.org.uk) to see if there is a later version.

The Role of the Organiser 

The Organiser is in overall control of an Event, although the planning of Courses is in the hands of the Planner, and both the Organiser and the Planner are supported by the Controller.  He will need the support of teams of helpers to whom specific jobs need to be delegated, as will become clear. 

Preliminary Requirements

The date and site for the Event will have been chosen previously by the Club’s Committee, and access will have been negotiated (subject to a fee).  The Organiser should discuss with the Planner the locations of the Assembly Area, the Start and the Finish, taking into account the Planner’s ideas about the courses, the availability of parking etc.  If parking is on private land then negotiations should already have taken place as to its availability, but check.

The first actual requirement is to ensure that the Club’s Fixture Secretary has liaised with NEOA, has registered the Event with BOF, and advertised it as appropriate in Compass Sport.  The Editor of Tchimes and the CLOK webmaster should also know about it.  Confirmation from BOF will be accompanied by a documentation pack, including confirmation that the Event will be insured, a form for preparing a Risk Assessment, a Levy Form, instructions for submission of Results to BOF, etc.  Read all these papers carefully and diarise appropriately.

A decision has to be made as whether to use pre-entry or entry on the day (EOD). Normally a Regional Event will allow both, but encourage pre-entry for Badge Event courses, with a last date for entry, a late fee subsequently, and entry on the day for a limited range of colour-coded courses.  Someone with computer facilities, and who is conversant with the National SPORTident (SI) database needs to be appointed to deal with the pre-entries as received,

Alternatively, consider using the services of a commercial agency such as those of Judith Powell *.  These can be useful if no one in the Club is willing or able to do the work, but have to be paid for.  On the other hand an “in-house” Registrar is likely to be more flexible as regards late entries etc. (but may still expect payment).

* If you need further details Mike Hardy will be able to help.

A District Event will be EOD.

4 months before the Event

Risk Assessment

This should be done either jointly with the Planner or separately, and risks identified noted and diarised for action as necessary.  The risk assessment form says that the form should be reviewed by the Controller.
3 to 4 months before the Event

Decide entry fees.  

Entries for a District Event are normally £4 for Seniors, £2 for Juniors Students and UB40 beneficiaries (people in receipt of Social Security payments),  For a Regional Event the rates are normally £8/£4, plus late fee of £1 for pre-entries received after  the advertised closing date, (some flexibility may be required).  However, Junior Entries for a Regional Event should be one third of the Senior rate, rounded up to the next 50p, and this figure should be the same for Junior colour-coded entries to the same event.  This is so that young competitors are not disadvantaged by paying substantially more than would be payable by entering on the day for  an equivalent colour-coded course.

Preparation of flyer

Prepare this and if you cannot copy it yourself ask a CLOK member who has got good printing facilities to copy for you.  Cost should be not more than 2p/3p per copy against 4p/5p for commercial photocopying.  Alastair Mackenzie can oblige, amongst others.

Information to be included on the flyer may need to include:

· Location and directions to the Event, with Grid Reference for Car Park

· Type of Terrain – Planner  will provide this, in a couple of sentences, if you do not know the area

· Map scale – refer to Planner

· Confirmation that S. I. System will be used and that the courses and Control Descriptions will be pre-marked on maps.



· Courses available (string course?)

· Entry fees (if pre-entry attach SEF to foot of flyer, specimen on BOF website)

· EOD or pre-entry, if latter where to send to

· Closing date, late entry surcharge?

· Registration time, for EOD

· Start times and course closing time

· Distances from Car Park to Assembly Area and Start, and from Finish

· Out of Bounds Areas

· Facilities – drinks, toilets, traders

· Dogs policy (liaise with landowner)

· References to the CLOK website, as appropriate

· Policy re whistles, cagoules, etc. in case of extreme weather

· Statement that entries will be processed by computer

· Reminder that runners run at own risk and they must report to Download even if they

· have abandoned their course

· Names of Officials, including Organiser’s contact phone number, and e-mail address; also contact details for entry queries if appropriate.             

Specimen flyers are in Appendix 1.

Bear in mind that unless Final Details are to provided later, the flyer will need to give all the information needed by participants to enable them to arrive at the Event on the day, adequately informed.

Ensure that the flyer is taken by Club members to as many Events as possible to ensure its widespread distribution and send an electronic copy to the CLOK webmaster for posting on

the website.

6 to 8 weeks before the Event

Establish the layout of the Event

Liaise with Planner and agree:

1. The layout of the Start and Finish areas

2. How many Courses will be offered 

3. How maps are to be presented ( we have at least 34 suitable plastic boxes).

4. How Control Descriptions are to be released 

5. Whether punching start within a timed framework (normal for a  Regional Event) or “turn up and go” (normal for a District Event).

6. Choose a Team Leader for the Computer Centre 

7. How any of the Planner’s other needs can be met, or anxieties resolved.

Consider what communication  problems there might be, in particular between Start and Computer Centre, between Finish, Planner and Controller, and between members of the Parking Team.  If necessary, consider use of Mobile Phones, CLOK’s short-distance Radio phones, Army Cadet Force phones (refer to Mike Hardy), or the Stockton Scouts (refer to Paul Thornton).  Bear in mind that some or all phones/radios may or may not work according to the terrain.  Decide how cars are to be parked so as to maximise use of space, and to ensure that queues to get in and out are kept to a minimum. 

Take into account:

1. The amount of parking space available.  Is it enough?  What if it isn’t?

2. The nature of the ground. If it is grass will it become boggy at the entrance and exit?

3. The fact that the weather (and state of the ground) may deteriorate before the Event takes place

4. The slope of the ground, aim for a downhill departure to minimize vehicles getting bogged down.

5. The need to segregate moving vehicles and pedestrians as far as possible

6. The possibility that big vehicles might  better be parked elsewhere

7. The fact that vehicles should be kept moving on arrival, better not to offer Registration notes until  drivers have actually parked.

8. That unless it is a small Event better not to collect Car Parking charges at the entrance (again this slows things down); better to agree a flat fee with the owner setting the cost against Event Income.  Of course if parking on public land road or track no charge.  If a landowner or tenant makes no charge he might still appreciate a small token of our gratitude!

Decide where Pay Car, Registration, the Computer Centre, (and maybe traders and caterers) are to be sited and how they are to be housed, bearing in mind that tents may or may not be suitable according to the degree of exposure of the site and the time of year.

In particular the Computer Centre needs to be somewhere out of the wind, and where the Team can work in as congenial conditions as possible. If a tent is questionable consider hiring a van (or maybe a member can provide camper van or caravan accommodation).

It is important to visualise a flow of participants passing as smoothly as possible from the Car Park, via Registration (if necessary) to the Start and back to Download from the Finish.  Download must be clearly signposted – tired runners are perfectly capable of walking past it, back to their cars and driving off without getting a printout!  We may be left wondering at the end of the day whether the competitor is still running, (or not running!) with the possibility of a search having to be mounted.

Liaise with the Computer Team Leader to ensure that there is sufficient computer equipment (e.g. computers, SI card readers and splits printers) to handle on-the-day entries and downloading.  For most District or Regional events it is preferable to have two networked computers, two SI card readers, a splits printer and an inkjet printer for printing additional maps.  For a small District event a single computer may be sufficient.  For a large Regional Event additional computer equipment may be needed.  If in doubt, consult Will Dehany or Alastair Mackenzie.

Finally, ensure that Enquiries (if there is one) will be central, visible and clearly indicated.

At least 6 weeks before the Event

St. John Ambulance Brigade/British Red Cross

Attendance of one of these organisations may be thought desirable at a Regional Event.  If so phone the appropriate local call centre (refer to phone directory).   A donation of about £         would be acceptable.

Both organisations expect at least 6 weeks notice.

If neither organisation will be present a Club “first aider” (perhaps the Planner if qualified) should be on hand at the Finish, and the First Aid Kit should be available there as well.

One month before the Event.

Contact the Police

Contact the local Police Station, at your discretion, if 

1. there are likely to be holdups on public roads due to the number of cars arriving or leaving, or

2. runners will need to run alongside or across public roads. In such cases the Police may agree to put out their own warning signs to supplement those which we propose to put up.

2 to 4 weeks before the Event

Helpers

A list should be prepared using the Members Handbook for reference (see Appendix 2 for specimen).  

Take into account the following considerations:

1. People have different skills and preferences.  Try to maximise so as to put together good and happy teams.

2. Most helpers will wish to run as well as to help, so “Early Turns” and “Late Turns” will be necessary. There will also be family considerations to take into  account.
3. It may be a good idea to delegate to Team Leaders if several people are needed to work together, e.g. on the Start or in the Computer Centre. The team leaders to choose their own team members.   

4. Try to involve Club members who do not help regularly at Events.  There are members who you perhaps do not even know  who would be happy to help if only asked.  “Fishing” more widely would also relieve regular helpers of being asked yet again.

5. Tell helpers who they are to relieve/who they will be relieved by.  “Early Turners”  need to know what time to arrive and where to meet, “LateTurners” need to be encouraged to run as early as possible, and to take over as soon as they can. This is particularly important for the “Start” team.  For “Car Parking” and “Registration” one team may be sufficient.

  Consider sending  a list of helpers  (Appendix 2) to all the helpers.

6. Remind helpers 2 to 3 days before the Event how they have agreed to help.

2 to 3 weeks before the Event

Signage

This is possibly one of the areas in which the Organiser can stamp his mark on an Event.  Insufficient, poorly placed tatty signs create a bad impression and a little planning and sign making can make a big difference.  In the CLOK store there are a large number of signs covering most requirements, some may be nearly new others perhaps worn out.  For a District Event there are likely to be enough signs so that with a little cannibalisation / amendment there should be enough.  For a Regional Event higher standards are required and it may be necessary to make some new ones.

As regards existing signs, make sure that they are clean and undamaged. You may be unhappy to put up signs that look OK on the front, but which have been used more than once, the reverses carrying messages that don’t relate to the Event.  Of course If the back of the sign can’t be seen this doesn’t matter.

New signs can be made from plastic sheeting using the Club’s stencil set. and attached to stakes if necessary.

There are also direction signs, in different sizes, provided by BOF.

When deciding where to put signs covering arrival in the vicinity of the Event it is a good idea to drive round all the approach roads reflecting on where you would like to see a helpful sign. Signs warning of a turning at a junction are important, and should be placed at a suitable distance from the junction taking account of the likely speed of vehicles at that point.  One or more signs at the actual junction are of course essential.

Other points to bear in mind:

1. In a built up area you may be able to attach signs to lamp and other posts, but in open country you will need more to be on stakes.

2. That is possible that a site may look OK when you visit, but when you come to hang the sign, or even afterwards, a vehicle may park and obscure it.

3. It is almost impossible to have too many directional signs, but remember the time it will take in the early morning of the Event to put them up, and the time it will take to collect them all in afterwards. 

Other signs you may need (at the actual Event) are so numerous and varied that it would not help to list them here, but at a District Event signs for dealing with Entries and showing the way to the Start may be enough.  Consider especially the need for signs warning the public that runners may be running alongside roads, or crossing them, if this is the case. The “Start” and “Finish” banners will also be needed.

Paper signs with 72 font  letters for sticking inside car windscreen reading “PAY CAR”, and similar, are quick to make, and useful.  Consider printing them in red. 
It will often be necessary to way-mark the route to the Start and from the Finish with red and white tape.  This should be done generously with pieces of tape hung from tree branches or attached to canes. The club also has a bag of tapes on clothes pegs ready for hanging.  Make clear which route to follow at path junctions.  This job is normally done by the Start Team early in the morning of the Event.

Be sure any dangerous crags etc. identified by the Risk Assessment are taped with yellow and black tape (competition area excluded).  
It is a good idea to keep a small amount of sign-making material available for making up at the last moment, even for unforeseen needs arising on the day of the Event.

2 weeks before the Event

Final Details

If only District Event this section can be ignored.

The Final Details (for a Regional Event) should be prepared at this time so as to be ready for publication at least a week, preferably a fortnight before the Event.  If there are pre-entries for the Event the Final Details should be posted to competitors with Start Times (if they have been requested) and made available on the web site as soon as ready.  A preliminary version of the Start List can be put on to the web site as soon as there are a reasonable number of entries, and the Start List can be updated from time to time until immediately before the event.  (This assumes that a competitor's start time is not going to be changed once it has been allocated.)

Let the CLOK Webmaster know when you are planning to issue the Final Details and the Start Times and – particularly – if there is going to be any delay in providing this information.  Competitors checking the web site get frustrated if they just keep seeing "Final Details (not yet available)".  It's much better to put something like "Apologies for the slight delay in publishing the Final Details.  They should be available on this web site by Monday evening."

Prepare the Final Details in your preferred word processor; e.g. Microsoft Word.  The Webmaster will do the necessary translation into HTML format.

Very briefly, details to be included in the Final Details are:

· Travel Directions

· Parking arrangements (include Grid Reference)

· Details of Assembly Area, Start and Finish,  Enquiries and Toilets

· Distances to Start and From Finish (with times needed)

· Entry on Day arrangements (full details to be provided on the actual day)     

· Brief Note on the Terrain

· Courses available, with length, climb, map scale and age classes

· Control Descriptions type and availability

· First Aid arrangements

· Clothing transfer

· Traders and Catering

· Results availability

· Anything else considered important after liaison with Planner such as what to do if Control box fails

See Appendix 3 for specimen Final Details for National Event which can be adapted as needed.

7 -10 days before the Event 

Toilets
Mike Hardy usually orders the toilets from Elliott Loohire, based on the expected numbers of participants, 1 per 80/100 runners.  They should be placed at the Car Park or Assembly Area, a little away from busy spots, and especially caterers! Try to choose a spot where the risks of theft and vandalism are least, and bear in mind that the delivery lorry driver may not wish to leave a metalled road.  Consider whether further facilities required at Start.

The cost is £40 per cabin plus VAT.  Order by e-mail from "Joanne Froggatt", giving exact details including grid reference of place needed.  Arrangements can be made, if any doubt, for phone contact with the driver as the cabins are dropped off.  The cabins will be left on the Friday before the Event and collected the following Monday.

The Elliott Loohire phone number is 0800 591373.  The email address can be found 

Prepare a page of Notes to be handed out on arrival to competitors who have not pre-entered – see  “Entry on the Day” below.

As soon as Pre-Entries are complete (usually about a week before the Event)

This section can be ignored for District Events.

Appoint a Jury to consider any protests.  This should consist of 3 Controllers, Grade 1 , 2  or Grade 3 with at least 2 years experience, and they should not be a members of CLOK.  They should of course be present at the Event.  If difficulty found identifying eligible Controllers from the Start lists refer to other members of CLOK for assistance, or, failing that to BOF for lists of Controllers.

Check that arrangements are in place to get the appropriate numbers of maps printed and delivered to the event.  For a District Event the Planner will normally make the necessary arrangements with the map printer.  For a Regional Event, the Entries Secretary determines the required numbers of maps on the basis of the pre-entries (plus an allowance for entries on the day) and communicates that to the Planner and/or the map printer.  The maps are usually brought to the event by either the Planner or the map printer.  It's worth checking to find out who will be bringing them and when they are going to arrive.

In the week before the Event

Contact all helpers, either directly or via Team Leaders to remind them of times they are needed, to make sure they  know what is entailed, and to discuss with them what equipment needed, and how it is to be brought on site on the day.

Consider giving out Job Descriptions, but be very careful – many CLOK members are highly experienced, particularly on certain jobs, so this can be a delicate area.  

Don’t upset your helpers!

It is a good idea to provide Enquiries (if it exists) with a list of useful information, so that the blind are not leading the blind. 

Use of SI Equipment and Computers

(The Organiser does not normally have any direct involvement with these tasks, but should check that arrangements are in hand for getting them done).

From the computing point of view, the main things that need to be done in the run-up to the event are (a) get the course information set up in the OE2003 event management software, (b) programme the SI boxes, and – for a Regional Event – (c) enter the pre-entry information into the OE2003 event management software.  

Programming the SI boxes is normally done by Will Dehany, the Computer Team Leader or the Planner, depending on who has the relevant experience and who is going to have the SI equipment during the couple of days before the event.

Programming the SI boxes for a District Event generally takes about two hours and is done on the day before the event.  The Planner then takes the programmed boxes away ready to put them out on the morning of the event.

For a Regional Event it may be necessary to programme the SI boxes earlier, because the process of putting boxes out may need to start 24 - 48 hours in advance of the event.

The main requirements are that (1) the Planner gets the programmed SI boxes in time to start putting them out and (2) the SI equipment is in the Computer Team Leader's hands in time for him or her to check it and get it set up at the event.

For an event with pre-entries, the entry information needs to be entered into the OE2003 event management software before the event.  There are a number of different ways in which this can be done.

· The Entries Secretary can receive paper entries (on Standard Entry Forms) and type the information into the OE2003 software.

· A commercial service (as mentioned above under Preliminary Requirements) may receive the entries and provide the entry information in an electronic format suitable for importing directly into the OE2003 software.

It is important for the person receiving the entries to understand what has to be done to get the entry information into the OE2003 software.  If in doubt, consult either Will Dehany or Alastair Mackenzie.
The Computer Team Leader must be someone who is (a) conversant with the equipment and routines, and (b) able to deal with unexpected glitches on the day.  At present Will Dehany and Alastair Mackenzie are able to do this and others are in course of training.

The Computer Team Leader will need a team of helpers, and it is best to ask him or her to choose his or her own team.

Accommodation for the Computer Centre will already have been chosen.  It is important that this in available in good time on the day and chairs, tables etc. are ready. The computer team should be ready to accept entries, usually half an hour  before the advertised registration start time, to accommodate early helpers.

The Start

There are two basic approaches to starting competitors on their runs – punching start and timed start.

With a punching start, the competitor's time starts when he or she punches at the Start SI box.  Punching starts are now used at the vast majority of events, either on a "turn up and go" basis or within a "timed framework".

With a timed start, the competitor's time starts at his or her allocated start time, even if he or she actually starts at some other (usually later!) time.

District Event 
Most District events now use a “turn up and go” punching start.  Runners arrive at the Start when they are ready to run. Two boxes should be taped in respect of each Course, the “Start Box” for the person about to run, the remainder of the competitors held in a short queue in the box behind.

Either on the way to the Start or near the Start, as appropriate, competitors should “clear” their dibbers. If there is more than one Clear Box they should be placed close together so that competitors are not tempted to clear more than once “to be sure”.  Double clearance often equals failed clearance, because a “quick dip” into a Clear Box re-starts the clear process but doesn’t finish it.  Clearance should be checked by the starter in the final minute. The starter will also wish to see a Control Description as proof of entry. Starts take place at not less than 1 minute intervals, one person moving forward from the “queueing” box simultaneously.  The runner should punch straightaway at the Start SI box and then collect a map from one of the appropriately labelled boxes lined up conspicuously a little further forward.

Regional Event
Some Regional Events use "turn up and go" punching starts, but it is more normal for a Regional Event to use a punching start within a "timed framework".  Under this system, each runner is allocated a start time – and is expected to be ready to start at that time – but his or her competition time actually starts when he or she punches at the Start SI box.

Allocating start times has the advantages that:

(a) It makes seeding possible at major events.

(b) It prevents competitors from attempting to gain an unfair advantage by starting shortly after a know good orienteer, running hard to catch them up near the start of the course and then following them the rest of the way round.

(c) It ensures a relatively event flow of competitors to the start, thus avoiding the build-up of long queues on the more popular courses.

(d) It makes it simpler to accommodate unforeseen delays.

(e) The Start SI box(es) can be interrogated to find out who actually went out into the forest.

Pre-entered runners should be called 3 or 4 minutes before their allocated start time, and their names ticked off on lists provided.  Runners who have entered on the day should be allocated a slot which ensures that they do not start within 5 minutes of a competitor from the same club, and details noted on the Start List.

If the event is using a timed start then a Start Official should monitor the start system to ensure that each competitor starts at exactly his or her allocated time.  It is normal to invite competitors to "step over the line" ten seconds before they are due to start.  The Start Official may blow a whistle at each start time, or may direct competitors to start on the long beep from the start clock.

If the event is using a punching start then competitors should start at approximately their allocated times, but it is not a problem if someone starts a few seconds early or late.  

Competitors should punch at the Start SI box and collect a map from one of the appropriately labelled boxes lined up conspicuously a little further forward..

The Start area should of course be taped appropriately, and a dibber clearance routine carried out as above, for a District Event. 
All Events

You may feel it important that it is stressed at the Start Line that it is the competitor’s responsibility to ensure that he has the right map for his Course.

Liaise with whoever is programming the SI boxes to ensure that SI boxes are active long enough to facilitate starts before and after the official times to accommodate  the needs of helpers.

When there is no-one left to start, the Start Boxes should be sent to Download as quickly as possible, except in the case of a timed start with no punching, in which case the Start Lists should be sent.  This will assist in the identification of non-returned runners.

The Start should be dismantled by the Start Team.

The Finish

At a District Event the Start is normally unmanned.

At a Regional Event one person needed to (a) ensure that the area is kept clear of finishers and spectators, and (b) receive information as to failure of Control Boxes, this to be relayed to the Planner.

Equipment needed   (other than computers and S. I. Equipment)

CLOCKS

We have clocks that are set by satellite, and reference to Mike Hardy (who stores this equipment) should ensure that there are no problems regarding synchronisation between Start and Download.  At a Regional Event the flipover clock is also needed, for information and call-up.

At a District Event a watch is all that is necessary, for ensuring a one minute gap between starts. 

CASH BOXES

Ensure that a small receipt book is kept inside, as students often ask for receipts so that they can claim reimbursement.

OTHER SMALL BOXES for keeping Registration forms in, 

1. after completion at Registration, for sending to Download, and

2. after loading on computer.

FIRST AID KIT to keep at Finish regardless of whether  a Club  “first-aider”  is likely to be around

START and FINISH banners

TENTS, TABLES, CHAIRS, as appropriate.  CLOK has 2 square tents which ideally need 6 people to erect, also a tunnel tent, which provides a different layout, but which is not suitable in windy conditions.

MAP BOXES ( to be labelled for each Event with removable labels) 

CANES AND TAPE

RADIOS/PHONES (kept by Mike Hardy)

TABARDS  for Organiser, Planner, Controller and Parking Team

RESULTS BOX, and envelopes

KIT FOR DRINKS at Finish, including squash, water, cups and refuse bags (usually kept by Mike Hardy)

STRING COURSE

Unless mentioned otherwise, the equipment is normally kept at the CLOK store which is in a barn at the rear of the Archers’ house, Glebe House, East Harlsey.  Access is available anytime if you know the padlock combination number, but it is best to phone 01609 882420 beforehand.

Some equipment may be temporarily held by Mike Hardy in connection with a Schools Event.

Entry on the Day
District Events

A note should be prepared at least a week before the Event dealing with Entry on the Day. This note should set out a routine to be followed, which should be as simple as possible.

A Registration form should be at the foot of the notes and further copies should be available at Enquiries (if existing) and at the Computer Centre. See Appendix 4 for a specimen

Registration form.

It is likely that in the near future the “note” will be superseded  by a board setting out the Entry on the Day procedure.

If the entrant needs to hire a dibber or intends to use a borrowed one it will be necessary to complete a Registration form, and he should be encouraged to do so before following the routine.

A list should be provided by the printer of the maps showing how many copies  are available for each Course, and the numbers should be reduced as entries are taken.  Alternatively (for colour coded Events only) the same number of Control Descriptions may be provided as there are maps, plus some spares to go with any maps printed on the day,  If about to run out there are these possibilities:

1. Further maps to be printed on site

2. Maps may be recovered from finishers and “recycled”

3. Participants may be offered a different Course.

Control Descriptions should be “colour-coded” to correspond with the different course colours.

If the entrant wishes to hire a dibber or is borrowing someone else’s

1. The entrant should go to the Pay Car or Pay Point, pay the entry fee and receive a Control Description in exchange. This will act as a passport to Registration, and the Start, where it will be taken as proof of payment.

2. The entrant should go to Registration, show his  Control Description, and  hand over a completed Registration Form.  The details are checked to ensure that they are correct and legible, in particular the dibber number if already noted.  If the runner needs to hire a dibber, the  fee should be taken and  the number  carefully noted on the Registration Form.  The runner can then proceed to the start.

If the entrant has his own dibber

1. The entrant should go to the Pay Car or Pay Point, pay the entry fee, and receive a Control Description in exchange.  A Registration form is unnecessary.  

2. The entrant should go to the Computer Centre where, by use of the dibber,                                          the entry can be made electronically by reference to  the S.I. National Database.  If the Database shows incorrect or no details a Registration form needs to be completed.

Alternatively, the Entry arrangements may be split  between 2 points, one “Entry with Dibber Hire/Borrowed Dibber”, one “Entry Own Dibber” with entry fees being taken at both points, but experience suggests that this tends to lead to incorrect or illegible Registration forms.

Also the workload is unevenly distributed between the two points, so this system is not recommended.

Further points to bear in mind are:

1. There should be a board displayed clearly detailing the Course availability, showing Course lengths, climb and degree of difficulty.  It should also carry a note reminding participants that they run at their own risk, and that they must report to Download even if they do not complete their Course.

2. Sufficient copies of the “Notes for Entry on the Day” need to be prepared and one of the Car Parking Team should be nominated to hand them out as cars are parked. Ensure that tailbacks do not result.

3. Registration forms should be available at Enquiries, the Pay Point and the Computer Centre.

4. Completed Registration forms should be transferred at regular intervals to the Computer Centre, otherwise there is a risk that competitors may finish before registration has been completed.
5. Dibber hire is normally 50p or 75p, with a £20 lost dibber charge.

6. Cash floats should be provided (only a small one for dibber hire).   

Regional Events

Similar to a District Event, with the following differences:

1. Pre-entered competitors may go straight to the Start provided they have already paid. Lists should be available detailing non-payments, over-payments and under-payments, and  arrangements should be made (Pay Point or Enquiries) to deal with the adjustments.  It will also be necessary for someone to be responsible for the issue of pre-booked S. I. Cards (dibbers) and to collect payment if still due.

2. Courses offered may be age-related  (Badge Event) or colour-coded (or both), but if pre-entries have been taken there will probably be many fewer entries on the day.

3. If maps are about to run out there are these possibilities:

(a) Further maps may be printed on site.

(b) Maps may be recovered from finishers (recycled).

(c) The Entrant may run a different appropriate Course, for example a “short” instead of a “long, or vice versa, or offered a Course for a more demanding age bracket.  A woman may run the equivalent man’s course competitively, but a man may not do the opposite.

(d) Exceptionally, an Entrant may be offered a non-competitive run (perhaps at a reduced Entry fee), but a record would need to be kept for Results purposes.

4. For Entries on the Day for Badge Courses a pack of distinctive receipts should be prepared detailing the Event and confirming that the Entry fee has been paid.  These take the place of the Course Description for the purpose of proof of payment at Registration (or the Computer Centre) and at the Start.  There should be a space for the Course number to be recorded.  The competitor shows the receipt bearing the Course number  to the starter and asks to be allocated a start time.

The Day of the Event

It may be possible to do some signage before the day, such as waymarking the route to Start and from Finish.

However on the day Approach and Car Parking signs should be in place by 0800 hours and the remainder progressively through to the Finish signage which may be left until say 1000 hours. Bear in mind that in winter it may not get light until 0730 or even 0800 hours, and if the signage is complex it may be better done by 2 people. 

From 0830 it is better for the Organiser not to be preoccupied with signs or anything else. Good teams are arriving, they know what to do, leave it to them.  It is however a good idea to circulate, so as to be available as a point of reference, and in exceptional circumstances to help out.  You may also think it a good idea to express your appreciation to your helpers as you do so.

As the day progresses liaise with Start and Download to ensure that we know as soon as possible how many runners have still to return, also liaise with the Planner to put together Search teams as appropriate.  It may be necessary to alert the Police/Mountain Rescue/ local hospital by dialling 999.
As cars leave, “bogging down” problems may occur.  Supervise ad hoc arrangements to minimize disruption.

At the End of the Day  (in winter it may be dark soon after 1600 hours)

1. Take control of all cash boxes and contents, also Results envelopes and cash

2. Supervise removal of all equipment from the site, and ensure its return  to the CLOK store at the Archers’ house at East Harlsey, (or to Mike Hardy as appropriate)

3. Liaise with Planner about the removal of Controls – he may need more helpers (but this is primarily his responsibility)

4. Remove all signage, and return to the CLOK store

5. Ensure that all vehicles have gone before locking gates, as necessary

Results
Gone are the days when the Organiser burnt the midnight oil number crunching to try to get the results out as quickly as possible (and never quickly enough to please!).  The computer team leader now does this in conjunction with the webmaster.  Competitors are usually able to see their comparative performance same evening on CLOK’s web site, and the Organiser is not closely involved.

It is important however that the Note which accompanied the original confirmation from BOF that the Event is registered is in the hands of whoever is dealing with the Results (either the Computer Centre Team Leader or the CLOK webmaster) so that the requirements for updating BOF records (for rankings, badge times etc.) are properly implemented.

In the days following the Event  

1. Check all cash. Pay into own bank account, sustituting personal cheque.  Send  this with any other cheques to the Treasurer.

2. Start to prepare hand-written, or computerised, an Income and Expenditure Account so as to calculate the profit/loss on the Event.

3. Authorise payment of Officials’ expenses.  (The car mileage rate is 19p per mile).

4. Prepare Organiser’s Report and send to Results / Webmaster, together with a note of any acknowledgements that need to go in the Results booklet and on the web site.  Ask Planner and Controller to send their own reports directly to the webmaster

5. Authorise payment of any bills received and send to Treasurer.

6. Send out Results to those who have completed envelopes.

7. Complete the NEOA form for SI equipment usage (Peter Firth will have sent you this form) and forward it to the Treasurer for payment.

8. Complete BOF Levy Form (ER3) received when the Event was first registered and send to the Treasurer for payment.  (If you do not have the BOF Levy Form then contact Joe Trigg.)

9. Write letter(s) of thanks as appropriate to landowners, etc.  A copy of the Results or Final Details is often appreciated.

10. If the Event took place in the North Yorks Moors National Park then email Karl Gerhardsen with brief  details of the Event, including the number of participants.  Karl’s email address can be found in the Contacts page of the CLOK event organisation toolkit.

11. If the Event took place on Forestry Commission land then advise Mike Hardy of participant numbers so that the correct access fee can be agreed.

12. Complete the Accounts and send them to the Treasurer.

Mike Rickard

December 2004

Note to other orienteering clubs

You are very welcome to use these notes as they stand, to adapt them for your own circumstances, or to extract relevant sections for inclusion in your own Organiser’s Handbook. Where appropriate, a brief acknowlegement that the material originally came from CLOK would be appreciated.

If you have any questions, comments or suggestions for improving these notes then please contact Mike Rickard.  Mike's email address can be found in the Contacts page of the CLOK event organisation toolkit.
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