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ORGANISING A CLUB EVENT

(Sport Ident electronic punching)

Thank you for agreeing to organise a Club event. These notes apply to a Level C (formerly known as a colour coded event). The details of the venue, date and other principal officers will be supplied by the Volunteer Coordinator.  The Controller will be your first point of call for help and advice.  Details of the NOC Team Leaders are included below.  They will recruit on-the-day helpers and are also a valuable source of help and advice.  An up-to-date membership list is available from the club secretary if you feel you need one. (Committee details are also available on the web site)

These notes have been written to guide you through the various stages of organising an event using SI electronic punching.  The notes have been divided into sections and a brief description of what is in each section is given below.  

If you have any queries please contact the Volunteer Coordinator or your mentor if you were given one
	Section
	Time Scale
	What needs to be done

	1
	2 months before the event
	Contact NOC Permissions Sec

Arrange publicity.

Contact event venue

If FC land complete required paperwork.

Arrange for a String course 

Start Risk Assessment form
Decide about toilets / catering

	2
	1 month before the event
	Contact NOC Team Leaders
Talk to planner

	3
	2 weeks before the event
	Liaise with the planner and prepare final details/information sheet.

Arrange to collect and check equipment

	4
	1 week before the event
	Talk to Team Leaders and Planner.

Organise float and keys to area.

	5
	On the day
	Check list for Organiser.

	6
	After the event
	Results processing

Administration

	Appendix 
	1
	Contact list

	Appendix 
	2
	Master for event flyer

	Appendix 
	3
	Equipment checklist

	Appendix
	4
	Details for Team Leaders

Car parking, Registration, Start, Finish, Results, String Course.

	Appendix 
	5
	Master for final details/SI instructions

	Appendix
	6
	Risk assessments

	Appendix
	7
	Event management documents as required by FC

	Appendix
	8
	Guidelines for dealing with an incident/accident

	Appendix
	9
	Event finances template(excel)

	Appendix
	10
	Event fees


Event Organisation Basic Checklist

O = Organiser; P = Planner; C = Controller

You may find it useful to print off this page and use it as an aide memoire / ‘to do’ list

	To do/check first

· Access

· Registration

· Car Park

· Toilets

· Talk to P and C

· Advertise
	Risk Assessment
· Make start

· Talk to P & C

· Finish

· Countersigned 

· Use final column as aide memoire for event day
	Volunteers

· Event teams

· Team leaders

· Numbers

· Shifts


	Equipment

· Check store

· What needed

· Extras?

· Transport

· Make list

	Info for flyer/website

· Use club template

· Check with C before finalising
	Communications

· Check if mobiles / radios will work

· Team Leader names & mobile nos to all incl O, P & C
	Signs

· Existing?

· Needed?

· Where?

· How many?

· Whose job?
	Car Park

· Team

· Equipment

· CP charge?

	Registration

· Shelter

· Equipment

· Recording names

· Float

· E-card hire

· Info e.g. start, 1stAid
	Start

· Route to start

· Equipment

· Maps

· Control descriptions?

· Any special info?
	In the Forest

· 2nd maps?

· Taped sections?

· Road crossings

· Drinks point(s)

· Patrols?
	Finish

· Equipment

· Manned?

· Route back from

	Results/Download

· Shelter

· Equipment

· Problems?

· Complaints?
	String Course

· Suitable place

· Equipment

· Signs 
	Toilets

· Location

· Hire?

· Delivery / collection

· Extra toilet rolls
	Prize Giving

· What?

· How many?

· Where?

· When?

· Information

	Traders

· Plan in advance

· Litter?
	First Aid

· Club or outside provision?

· Nearest A&E location/map

· Info to competitors
	Drinks

· Yes/No?

· Water available?

· Equipment

· Litter
	Protests / Jury

· Talk to C

· Have a plan

· May need a jury as contingency

	After event

· Results - OK with C?

· Club & BOF web site/rankings

· Numbers to BOF

· Return equipment

· Reports O, P and C and expenses for officials


	· Event accounts & money to club

· Thanks letter/email to everyone involved …

· Incident form to BOF within 1 week

· Any learning points to club


1
TWO MONTHS BEFORE THE EVENT

1.1
Contact Permissions Secretary

Find out about location for car parking, toilets, what special conditions, if any, have been agreed with landowner, who needs to know about the event (riding stables, local residents etc.)
1.2
Publicity

Flyers and web site details are now created online. 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/up.htm Request the username and password from the volunteer coordinator (or Ray Barnes if the VC is unavailable)

You will then select from a drop down menu the details for the event. You will need the following information to hand:

· Is the event part of East Midlands League or similar – See EMOA website

· Registration time, usually 10.00 - 12.00.

· Start times, usually 10.30 -12.30.

· Location of Car Park (Post code and nearest town) and travel directions.  Liaise with the Planner and NOC Permissions Sec. Planner first, since several of NOC’s areas have multiple car parking locations. The majority of these will be in the system but you can create a new one if necessary.

· Check courses available (from Planner), scale of the map, e.g. 1: 10,000 or 1:15,000. 

· Event fees for competitors can be found in Appendix 10
· The event is a “Sport-Ident” electronic punching event; e-cards may be hired (see Appendix 9 for hire charges). 
· Remember to bring your SI card to registration to do a “Quick register” needs to be included.

· Whether dogs are allowed, on lead? Under close control? in car park only?

· Your name and telephone number for enquiries. 

· What toilet facilities are available

You will be also asked for your email address. The website will automatically give out a non-personal code email address which is orgyyyymmdd@noc-uk.org . This is unique to your event showing the year, month and date. It will be deleted 1 month after the event. The webmaster will ensure mail to this address will get forwarded to the organiser.  

You will then be able to view the flyer and if you are satisfied it is correct press MAKE PUBLIC. You will also be able to produce a printed copy and if possible find out about other events where either you or someone else may distribute the leaflets (see Fixtures List on the British Orienteering website). You pay for the copying and deduct from the event income.  Keep your receipts.  Liaise with the publicity officer about advertising might be useful in local venues i.e. sports centres.

If you feel you are unable to use this system or incur any problems please contact your mentor (if you have one), the VC or the web master. 

1.3
Contact event venue

Read comment about keys (section 3.2) before visiting the area.

Contact the on-site staff (e.g. school caretaker, forest warden/ranger) at the event venue and arrange to visit to check: 

· access to any buildings
· toilets (if any) 

· parking 

· drinking water supply 

· conservation issues (This should also be done in liaison with the Planner)

· other users in the event area e.g. horse/bike riders, dog walkers etc
· ‘other’ e.g. there may be a catering facility on site
Land permission will already have been obtained but sometimes this information is not forwarded to the wardens/rangers so it is important to speak with them as soon as possible.  
Use this visit to plan what road signs you will need.
Check mobile phone coverage in the registration/results area and at the start(s) and finish.
Any fees for toilets, parking etc. will need to be deducted from event income. If you have any concerns about costs, or need money in advance, discuss the matter with the NOC treasurer.  Treasurer can also advise you on what mileage rate you can claim.  
If hired toilets are used NOC isn't covered by our insurance and we have to contact the insurance company with details of how many toilets, where they are sited etc. Likelihood is we would have to pay an additional premium to cover them.

We must no longer use our own chemical toilets and toilet tents. Use a commercial company where necessary. We have recently used Kniftons' Mobile Toilets. They will arrive on the morning of the event and also take away just after it has finished. They have a 3 toilet trailer unit which cost £180 + VAT in Feb 2012
Website http://www.kniftonsmobiletoilets.co.uk/
Telephone 01332 831649

1.4 
Risk Assessment. In conjunction with the controller and planner, complete the risk assessment form. Form and example in appendix 6. Form should be signed by organiser and countersigned by controller.

1.5 
If the event is on Forestry Commission land

FC requires additional information for each event. The information needs to be sent to NOC Permissions Secretary at least 6 weeks prior to the event so s/he can send it to FC for approval (preferred in electronic format if possible). Examples from previous events in the same location are available as templates. FC requires:
· Risk Assessment (organiser) Appendix 6

· Map showing all control locations (planner)

· Event Management (e.g. details of parking, vehicular access and egress etc) (organiser) Appendix 7

· Land owners agreement if leased by FC (Permissions sec)

1.6
Arrange a String Course

It is important to provide one of these if we are to encourage orienteering as a sport for all.  Talk to the “String” co-ordinator who will find someone to set up and run the String Course.  NOC now operates a ‘mapless’ string course, just giving each participant a special control card with picture codes to match. Identify a suitable area for the string course. It is particularly important to check with the Planner to ensure that the ground is suitable for small children and that no other competitors are going to run across it. If possible it is useful for the start of the string course to be near the competition start, assuming that is not too far from the car park.

1.7 
Results 
Contact Results team leader to inform of date, venue and planner; book results service; and confirm suitable location for registration and download.

1.8 
Catering facility

There may be an on-site café which you should contact to let them know about the event. If there is not on-site catering you may think that you could offer such a facility and you could approach the EM Juniors to ask if they would like to run a cake/drinks stall. Commercial catering companies may contact you to ask if they can attend the event. They should have their own insurance and may need to apply to the landowner or FC (if on FC land) for a licence, which should be at their expense. In this case the club permissions secretary will need to be involved as s/he will know the ‘rules’ for that area.

2
ONE MONTH BEFORE THE EVENT

2.1
Recruiting helpers

Ring or email the club event team leaders/co-ordinators and ask them to find on-the-day helpers.  Tell them it is an e punching event regarding the requirements in terms of manpower, skills and equipment. For example you may need to liaise with the Controller and Planner about the need for security patrols in the forest.  Any patrollers will need to contact the Planner or Controller about their duties especially if they want to avoid making their own run non-competitive.  Decide, with the Team Leaders, how many helpers are needed from their group.  Ask them to let you know the name of their on-the-day Team Leaders and their mobile phone numbers.

Helpers get a reduced price run. 

The Team Leaders’ details can be found in Appendix 1 or web site

2.2 
Talk to the Planner
Discuss the location of Assembly, Start, Finish and String course.  The assembly is usually adjacent to the car park, unless parking is on forest tracks.  As a minimum, you need a flat place about 10m x 10m (into which tent pegs can be driven) to accommodate the green tunnel tent and the new green frame tent for registration, with space around for people to socialise.

Ask the planner  to provide you with a scan (jpg) map marked with the location of the Start, Finish, the direction that runners will approach the Finish from and if tape is required from the last control to the Finish.

Ask that the map does not show controls other than any White/Yellow ones that may be relevant to String Course location or have safety implications etc., since you will want to pass copies on to Start, Finish and String Course helpers.  

2.3  
Emergency contingency plan

Talk to the Controller (s/he may be the most experienced official) about a plan for what to do if there is a reported injured or missing competitor. It is best to have a plan in place rather than having to think it up on the day. You may need helpers.
2.4
Plan for a ‘protest’

Talk to the Controller about what you would need to do if a competitor put in a complaint about a missing control / control possibly in wrong place. It is the Organisers responsibility to respond to a complaint but usually this is done in conjunction with the Controller/Planner.

3
TWO WEEKS BEFORE THE EVENT

3.1
Equipment

Arrange to collect the necessary equipment as detailed in Appendix 3.  It is possible to fit the equipment into a single estate car load, but Team Leaders could take some of the equipment if asked.  

General equipment  is located in garage No 4 (1st on left) between 10 & 12 Chetwynd Road, off High Road (B6003), Toton, Nottingham.  Key holders are Mick and Angela Lucking, 6 Long Lane, Attenborough, Beeston (tel 0115 9225578) and Michael Napier, 32 Cransley Avenue, Wollaton (tel 0115 928 9663). The equipment is currently sorted into boxes (Start, Registration, Results, Finish etc) but you will still need to use the equipment lists in Appendix 2 as your guide.

Please note the garage has no lighting.

· Decide which signs you will need – but take a few extra to cope with the unexpected.  If you can fit in the very large ‘Orienteering’ signs, it is good PR. Do not be mean with the small road signs, since they too, are good free publicity for orienteering and doubling up of signs can be very helpful on fast roads
· Put the correct course details (from Planner) and fees into the club A Frame notice board.  
· Don’t forget to check supplies of consumables such as cups, orange squash, bin liners. Check that the first aid bag/box has not run out of supplies. 
· If the ‘meeter and greeter’ will not to be present, also check there are some NOC membership forms on the NOC notice board, if not contact the Club Secretary.

Please note that the equipment is not insured if left overnight in a car unless it is garaged.

Start & finish clocks & batteries, printer(s), laptop, results tent are stored by Michael Napier

Maps and loose control descriptions will be provided on the day by the planner. There is a spreadsheet of how many maps to print for a normal C4 event, if it is envisaged the event will have either more or less than a normal C4 please liaise with the planner to increase or reduce the number printed. The planner will send the map files to the printer (Simon Elliott). Maps are now printed on waterproof paper. You will need to provide map boxes (from NOC garage) suitably labelled – check if the planner has these.
Control kites are the Planner’s responsibility, not yours.

SI base stations, controls, stakes, e-cards for hire are the responsibility of the planner but check with them that all aspects of the event are covered.

3.2
Keys

Arrange to collect keys for access if required (You may need to leave a deposit).

NOC has a Forestry Commission Key which fits the 3 lever locks.  It is kept by Angela and Mick Lucking.  If you find the lock is 5 lever, contact the Forestry Commission and they will arrange for it to be substituted for our event. You must ensure that the Forestry Commission know when you wish to access the woods by vehicle and obtain their agreement. See 1.5 above.
3.3 Final details/information sheet

You may wish to use the “master” in Appendix 5 to produce a piece of paper to hand out to competitors which will explain about e-punching, e-card hire, registration etc everything unusually about the event.  This is an extra burden on the Parking team and can lead to traffic jams but it is very helpful to new or casual orienteers.  You may find it helpful to discuss the matter with previous organisers and your Registration team. The parking team need to know if you are charging a parking fee and agree where it can safely be collected.

4
ONE WEEK BEFORE THE EVENT

4.1
Contact the Team Leaders

Make sure all the team leaders have the following information: 

· Travel Directions.

· Names and mobile telephone numbers (if they are bringing them) of the other Team Leaders, Controller, Planner, Organiser and possibly Rangers, Land owners etc.

· Details of car parking or preferably a plan of the whole event layout.  In particular, the Start, finish and string course teams need to have a rendezvous point/time to agree the exact location.
· Where the First Aid box will be located during the event (usually at Registration) and a map showing the location of the nearest A&E hospital.

· Details of mobile coverage if this could be an issue and how to contact the organiser in the event of an emergency
· What their responsibilities are - see Appendix 4.

· What equipment you are bringing and what equipment you expect them to bring. – see Appendix 3.

4.2 
Course length details 

Contact the Planner to obtain the correct course details to produce a sheet for the notice board, plus a few spare copies of an A4 notice giving the length and climb of all courses, display at Registration

4.3
Safety Notice(s)

Using the risk assessment final column make / laminate safety notices – minimum is one for competitors to be asked to read in the start lane. Another at registration may be needed e.g. if hazards exist on way to start eg road crossing

4.4
Float

Organise your float (£30.00 in 50p/£1 coins is suggested).  This will cover both Map Sales and e-card hire.

4.5
Keys

Collect any keys you will need:  Forest/site keys, toilets, NOC garage key.

4.6
Helpers Collate a list of Team Leaders and helpers for your own reference on the day.

4.6
Bits and Pieces

You may wish to prepare an “organiser’s  fix-it kit” kit of items which may come in useful on the day, e.g. paper/card, waterproof felt tips, sticky tape, wire, string, mallet, scissors, stapler, plastic bags.

4.7 
Road signs

The special plastic ties for the road signs are very easy to put up, but difficult to take down unless you have studied them at home – not up a lamp-post in the cold!  The ‘ribbed’ side goes against the pole (to reduce slipping) and the special tool is pushed between the ribs and the tiny flap that catches against the ribs.  If the ties defeat you completely, it is possible to use string instead – better than ending up having to cut the ties!

More ties can be purchased if necessary at hardware shops, B&Q stock them.

5
ON THE DAY

How early you need to start depends upon whether you are working single-handedly or not, you often need to get the road signs are up before you open up the assembly/parking area since, once there, you are unlikely to get away. This may be as early as 8am for some events and some team leaders will need to arrive before 9.00 am to set up

5.1
Drinks

NOC organisers do not always provide water/squash now, especially if there is no water on site. Bringing in full water carriers may not be possible. 
5.2
Road signs

Put out road signs.  This takes a long time, as a rough guide allow 10 minutes per sign.  Do not obscure traffic signs because it is illegal.
5.3 
Toilets

Check toilets are OK. If using hired toilets (e.g. from Kniftons) paper will be provided but maybe take a couple of spare rolls just in case.
5.4
Final checks before 10am Registration opens


Check the issues listed below:

· All the Team Leaders have arrived and have the necessary equipment and information to carry out their responsibilities – see previous section 4.1 and Appendices 3 & 4.

· If using public toilets, check that they are reasonably clean & in working order and have sufficient toilet rolls.

· Check that the route to the Registration area is obvious enough for newcomers to find it from the car park.

· Make sure the Planner has brought and taken the maps to the start.  White and Yellow courses and the control descriptions to Registration.

· Check that the Registration/Results area know where these maps are, the location and distance to the Start and have sufficient supplies of all the forms required for e-card hire, registration, non-members etc.

· Check the start team have the route to the Start marked (red/white tape on pegs is available in the “Start” box).

· Check the Drinks have been set up and rubbish bags are available 

5.5  
Before leaving the event check all gates are closed and locks replaced.

6 
AFTER THE EVENT

6.1
Results processing

Arrange for the following information to reach the Results Team Leader a.s.a.p. on the afternoon of the event for web site

· String course results, preferably typed up 

· Comments from the organiser, planner and controller for inclusion in the results.  
· Any other information you want putting in the results e.g. lost property
The Results Team Leader will post the results on the NOC web site and the BOF web site within 1 week for ranking purposes – but politely check that this will happen.
6.2 
Administration

So that accurate records are kept for club income and expenditure accounts, organisers are requested to do the following:

· Keep a record of ALL income and expenditure, including receipts.

· Deduct your expenses, and those of the Planner and Controller, from the takings.

· Send the balance (cheque payable to NOC or by online transfer) along with the record of income/expenditure and all receipts to the NOC Treasurer.

· Talk to the NOC Treasurer about in-putting the participation numbers onto the BOF web site and the automatic calculation of the BOF levies. The Treasurer does this job.
· Send details of helpers who have not run – these need to be kept for 5 years for BOF insurance purposes
· Thank any wardens/rangers, caretakers etc. who were helpful with the organisation of the event
· Return all keys to their owners
· Email Team Leaders and ask them to pass on your thanks for their teams’ help

· Complete BOF Incident/Accident form if necessary and send it to BOF within 1 week of the event

· In the unlikely situation that you (as the event organiser) receive any letter/email claiming negligence or damage such as could become an insurance claim, make a copy and send the original to BOF immediately. Send a copy to the club secretary.

AND FINALLY   Thank you for all your hard work and GOOD LUCK
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