
Nottinghamshire Orienteering Club Organisers Guidelines  APPENDIX 4  

Responsibilities of Team Leaders

(It is recommended that you send copies of these notes to the team leaders before the day of the event so they are sure what is expected of them.)

------------------------------------------------------------------------------------------------

Car Parking /Marshalling 
Need to have - yellow vests, giant, orange pointed fingers, possibly keys to gates etc., registration forms, and/or information/final details sheets.  Map/plan of where to park people, where to put loos etc.  

Need to know - where NOC has permission to park people, whether they need to provide manpower to man road crossings, guard controls etc., whether they should be collecting a parking fee,  where First Aid, Registration, Toilets, Start, Finish and String Course are.

Need to do - park cars in a safe and efficient manner, hand our leaflets/registration forms if required, collect fees (if necessary, man road crossings etc. ), set up loos in an appropriate location in agreement with the landowner, ensure adequate supply of loo rolls, dispose of contents.

(The club has agreed that no juniors will be asked to do car parking)

------------------------------------------------------------------------------------------------------------

String Course

Need to have - string course direction signs, string on reel, controls (both stakes and boards),  registration sheets and pen, sweets, clock, table and chairs, shelter if wet.

Need to know  - Location of string course and where the other facilities are, especially Toilets!

Need to do - roll out the course and set out the controls, make list of participants, time competitors in and out, hand out sweets, collect string and controls in. Give list of participants and times to organiser or email this to Michael Napier for him to put with results.
--------------------------------------------------------------------------------------------------------

Enquiries, E-card hire, Registration and Map Sales 

Need to have – Min 2 tables, tent, Registration box, e-cards for hire,  SI registration forms(yellow), White/Yellow maps and all control descriptions from the Planner, float, box to put money in, e-cards to hire out, sample control and someone to explain how it works to newcomers, NOC noticeboards, First Aid kit.

Need to know - Price of maps and cost of e-card hire
Where the Start is and how long it takes to get there.

Where the Toilets are.

Where the first aid kit and nearest telephone are.

If a String Course is available and if so where it starts from.

If any of the courses are unusual e. g. Norwegian Master Maps or different maps.

Where the on the day results will be displayed. 
If the event is going to use self registration time sheets.
Where the maps are for the White and Yellow courses.

How the SI system works

Entry is now done  in conjunction with download team 
A paperless entry system is now used. The registration process will depend on whether competitors are a member of 'British Orienteering' or not:
British Orienteering affiliated members

Will go to download tent with SI Card (if one is owned); or Collect hire SI Card from operator at download (if required).  Insert SI Card into special electronic registration box; 

Confirm their name and course with operator; Collect printed bill and take to payment/ enquiries tent to pay and collect loose control descriptions. Bills will be collected. 

Non British Orienteering affiliated members 

Go to registration tent, collect and complete a yellow registration form and write address on the back, take the completed form to the download tent, collect hire SI Card from operator at download (if required).  Insert SI Card into special electronic registration box; pass the yellow registration form to the operator, confirm details and course with operator; Collect printed receipt and take receipt to payment/ enquiries tent to pay and collect loose control descriptions. Receipts will be collected.
Yellow forms will be retained for non member information.
Details must be obtained for everyone who enter the ‘forest’ whether competing, shadowing, helping etc.
------------------------------------------------------------------------------------------------------------

Start
Need to have - “Start” box from garage, whistle, tent, poles and pegs if wet, signs and tapes to mark route to the Start, Start clock box from MEN with orange beeping Start clock, white digital call up clock, two radio synchronised clocks and stand for call up clock. Clear and Check and Start base stations. Plastic map boxes suitably labelled. Blank maps for start lanes
Need to know:-Where the start triangle is?  Check a kite is hung there!  Where to put the Clear, Check and Start base stations.  Is it a punching or timed start?

Where the master maps for the White and Yellow course are?  (There should be a set at Registration and at the Start).  Where toilets, first aid, nearest phone etc. are.  
Need to do -
1. Mark the route to the Start.

2. Lay out tape boxes (3 rectangles); ensure the tape lies flat to avoid people tripping.

3. Set the beeping-orange-start clock to the same time as the large digit radio synchronised clock. Set the time on the small white digital clock so it is 3 minutes in front of the time on the beeping-orange-start clock. It is advisable, but not essential, to check that the orange clock is synchronised with the radio clocks which are kept at the Finish.   Position the white electronic pre-Start clock before the start boxes.

4. Position the beeping-orange-start clock and large digit radio synchronised clock beyond the start line. Position the small white digital clock on its stand before the start boxes. Arrange maps as required, including blank maps in start lanes.

5. Check competitors have cleared their dibbers.

6. Call out the time every minute, call up waiting competitors with a maximum of one per minute per course.

7. Explain layout of maps to competitors.

8. 10 seconds before minute, tell competitors they can “step over the line and go on the long beep.”

9. Remind the competitors to punch in the Start box before they pick up their maps.

10. Make sure this sequence is followed even when there are no starters to avoid errors later.

11. Deliver the Start base stations to the Results team as soon as the Start is closed so they can use them to check who is still left in the forest.

12. Dismantle the Start, Deliver Clear, Check and Start boxes to the results team, pack up and return all other equipment to the Organiser’s car.

If one of the Start SI stations stops working …..

If one of the Start, Clear or Check stations stops registering, remove it and immediately arrange to get a replacement from download.
If both of the stations stop working, don’t panic but act quickly.  Start competitors at one minute intervals on the long bleep.  

Ensure you record:

· Name

· Start time

· SI number (helpful but do not worry if very busy)

As soon as it is practicable get one of the helpers to let the Results Team know what has happened.  Do not turn the Orange Start Clock off when the Start closes.  This will enable its synchronisation with the Finish Stations to be checked at the end of the event.

------------------------------------------------------------------------------------------------------------------

Finish

Need to have - “Finish” box  and “Finish” banner, stake, bag of tape and mallet to set up Finish funnel, chairs, GMT synchronised clocks from Michael Napier.  SI finish stations, spare tape for directing competitors where to download.  If providing drinks: Drinks equipment, filled water containers, squash, cups, bin liners.

Need to know - where toilets, first aid, nearest phone etc. are.  Who the Controller / Planner are (in case controls need replacing).  Which direction the Finish funnel should be facing.  The route to download.  How to contact the Results team in case of difficulty.

Need to do -


1. Check that the back-up clock is synchronised with the start clocks.

2. Lay out the funnel in safe manner removing unnecessary obstacles and avoiding sharp turns and steep hills where possible.  Use tapes and stakes, possibly from last control if requested by planner.

3. Erect the finish banner in a position readily visible to runners.

4. Tape the route to download

5. Set up the drinks table and stakes for rubbish bags.  Mix the squash.

6. Ensure that all competitors dib at the finish station.

7. Direct finishers to download.

8. Keep the squash containers full.

If one of the finish stations stops working: If one of the two finish stations stops registering, direct finishers to the one remaining working station  and fetch replacement immediately from download.
----------------------------------------------------------------------------------------------------------------

Download/ Results

Need to have – Equipment as listed in Appendix 3.

Need to know - Where toilets, first aid, nearest phone etc. are, who to contact in case of dispute. Entry fees, (as agreed annual by NOC committee, appendix 10)
Need to do -.

1. Process e cards or yellow forms as appropriate. 

2. Set up results display.   

3. Download e cards as competitors finish.  

4. Sort problems with e cards as they arise and record them on purple forms.  

5. Paste results up at regular intervals. 

6. Download Start base stations and produce report of competitors still in the forest.

------------------------------------------------------------------------------------------------------------
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