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Nottinghamshire Orienteering Club



NOC NIGHT EVENT  Guidelines 

Information

1. Information concerning the competition area, permissions and access arrangements will have been sent to you by NOC permissions sec, Dave Cooke
2. It is a requirement of our Insurers that Risk Assessments are completed. 
The organiser writes the risk assessment then gets a controller or coach to countersign it.  As planner – you will need to help the organiser complete the RA because you will know about hazards in the woods
Planning

1. Three courses short 1.5-2km, medium ~3km and long ~5km
2. The courses can roughly equate to yellow, orange and green – but do not have to follow these colour coded guidelines.

3. The technical courses can comprise of any Orienteering related discipline that the planner wishes as long as the overall position can determined by time 

4. Check with Michael Napier or Andrew Ridgway about numbering of controls
5. As this is a local event with small entry fee the area should only visited on one occasion prior to the event, unless absolutely necessary, to limit expenses. Travel expenses are paid at the rate 25p per mile for the planner and the organiser.

6. Control descriptions should be provided on the short and medium courses in text form. For other technical courses text or IOF may be used.

Organisation

1. Equipment needed for the event should be acquired from the organiser of the previous event (??????) or from the NOC garage.  The garage is on Chetwynd Road, Toton and is accessed via a narrow drive between two houses.  Map to its location here:

http://www.streetmap.co.uk/map.srf?X=450339&Y=334655&A=Y&Z=110
To collect the key, please contact the volunteer coordinator or club secretary for directions.

2. The event should be sign posted from the nearest main road as stated on the club website/event flyer. 

3. Suggested that Registration is from 5:30 with start times 6-7pm with courses closing 8:30.  NB check sunset times – to adapt this – either earlier or later. 
4. Enter details about the event on the NOC website using the NOC database.  Put the following url into your browser:

· http://www.noc-uk.org/ed$.aspx
· The user name is ‘organiser’ and request the password from the Volunteer Coordinator, or Dave Cooke, (or Ray Barnes if they are unavailable)
· Info required: Directions to parking, info on dogs, info on toilets, master maps or overprint, type of punching, type of map paper, registration hours, start times, range or courses, entry fees, extra info (e.g. safety), contact details or org and planner.

5. Ray Barnes will forward the organiser any emails that come from the website flyer.  He will use the email address that is held currently on the NOC membership list.  If you prefer to use a different email address please notify the Volunteer Coordinator. 

6. SI kit with small printer, lightweight stakes and kites are normally used. However, check with Permissions Officer to make sure that your event is not in a high vandalism area (rare).  For SI details see section below.

7. This is a low key event so start and finish from the back of a car boot are normally adopted. There is tape and pegs to set up a simple start box in the equipment box, this can be next to the car but will separate out the start from the registration.

8. The fees for competitors (at January 2015) are as follows:

Senior: £4.00, Junior: £2.00, Student: £2.00, Family/Group Fee: £8.00 Helpers: £2.00, SI hire £1.00, SI loss £30.00.
9. Competitors should be timed to the second.  The start / finish and timing methods are to be decided by the planner/organiser.

10. Competitor details should be logged on the entries spreadsheet.  It is important the age class is included.  If no age class is included then it is assumed that person is an M/W21. See separate doc at end: print off 1 per course and have 2 spares in case numbers are large. NB stress to people it’s their SI number not BOF number which is needed

11. The event can be run from either a master map system (maps in electronic format from the mapping co-ordinator David Olivant (mapping@noc-uk.org) or overprinted beforehand using CONDES (advice from club if required). If CONDES is used the number of overprinted maps should be as follows:

· Short – 10
· Medium – 15
· Long – 30 of each

· Blanks – 10

· All Controls – 3

Maps currently are to be printed by Mick Lucking. He needs to receive the files at least 2 weeks prior to the event. 

12. Blank maps and a red pen should be carried in case to draw up further maps should the overprinted maps run out. 

13. Control descriptions.  Where possible put the control descriptions on the map so that they can be printed at the same time.  Ensure that the scale and legend are still visible on the short course.  If there isn’t sufficient space, ask Mick Lucking to print the control descriptions separately.

14. The register should be used for entries, together with all the details for producing the results.  It will also help you keep track of the number of maps issued. 

15. All competitors who do not belong to a club must write down their contact details on a ‘Non Club Affiliated Competitor Safety Slip’ prior to their run which is required for insurance purposes. The forms are with the equipment.

16. If you need help – either enlist some of the evening club helpers or ask the Volunteer Coordinator ( still vacant in Jan 2015 )  to find some more people to help on the night

Sport Ident

If part of the SI kit is being used the following day contact the planner for the day event to agree who has which bits of kit, particularly specific control numbers. It is essential that ANY duplicated equipment is transferred to the new planner as soon as possible. 
1. Equipment: 

i. SI units (controls, start, finish, clear) – currently stored at Michael Napier’s 
ii. lightweight stakes, numbers, (MN)

iii. kites (numbered or blank depending on whether using numbers on stakes)

iv. Take both SI thermal printers and spare rolls of printer paper – NB charge at home the day before (MN)

v. SI cards for hire (MN)

2. Procedure

i. Put kite on stake then fix SI unit over the top to hold the kite on

ii. Put controls out.  They are programmed to be woken up by someone punching then will stay awake unless not used for 2 minutes, when they will switch off until the next person wakes them up again by punching.  NB you do not need to switch them on or do any other programming 
iii. Set up clear, start and finish close to car.  Start SI box is next to start box.  NB the start flag is a separate stake with a kite but no SI box.  The finish is just SI box on stake without a kite.

iv. Starts – punching start – turn up and go when there is a free slot – set people off on each course at one minute intervals

v. Finish – after punching at last control go to download

vi. Download – download everyone’s SI card TWICE – one print out for participant and one for the results.  This print out is used to connect SI card to name on the register. Staple this to registration form and write the time taken in final column – it’s a good check that people have finished / or are still out.

vii. Results – no need to produce results on the day.  Inform participants that results will appear online. 
viii. Report any problems with SI – e.g. breakages, battery issues etc to Michael Napier

Following the event

1. The results sheet should be emailed/posted/passed to the Winter or Summer League points co-ordinator ASAP following the event. Check who is currently coordinating this with the Fixtures Secretary (fixtures@noc-uk.org) 
2. The results should also be emailed to Ray Barnes.    

3. ‘Non Club Affiliated Competitor Safety Slips’ should be passed or posted to the club secretary.  

4. Liaise with the organiser of the next event (???????) for the passing over equipment or, if agreed with the next organiser, return it to the garage.  

5. Organisers will need to pay the planner and organiser any expenses, pay the cash into their personal bank account and then by bank transfer move the money to the NOC bank account. Alternatively send a cheque and statement re the finances to the Treasurer 
6. Controller

1. It is not a requirement that there be a controller. If a controller is used for a winter league event they are employed as guidance for the planner only.  They should not need to visit the area before hand but should check the courses that the planner has planned are suitable for the event and check control locations on the day.  

Equipment (from the NOC garage or own items):

· Float for registration: £20 in £1 coins and 2 x £5 notes should work. 

· Summer/Winter league box contains 2 radio controlled clocks, cash box, wooden box for people’s car keys, non-members slips, clipboards.  Check the laminated list to make sure everything is there.
· Clipboards and pens for registration 
· NOC first aid box 

· Start box - Most of what is required should be in the Summer/Winter league box.  However, please check because there are 2 other start boxes in the garage.  Make sure you have tape, pegs.  

· Some road signs – may need 1 or 2 fence posts if no lamp post / tree to tie onto)
· You may also need: string and scissors for signs, stapler and spare staples for clipping splits to registration forms, pens

PRINT 1 PER COURSE PLUS 2 OR 3 SPARES. LABEL EACH FORM. 1 FORM PER CLIPBOARD

	Course title:NAME
	SI NUMBER
	TICK

HIRED
	CLASS
	CLUB
	TIME TAKEN
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