                         Organisers Check List



Before the event

	Activity
	Comment
	Check

	Publicity
	Prepare Flyer for website. Check fees, times (especially for Saturday events), courses available, parking and restrictions

For events in winter months check that webmaster will be available to put up any last minute advice or cancellation news.

New BOF registration service means that changes to Grid Refs etc may be done after the event is first registered
	

	Access
	 Visit the area to check any issues with access for cars and locate suitable places for signage
	

	Access - FCS areas 
	Don’t leave it to the last minute to collect the key from the club store.  If driving on forest roads use the Orienteering Cars only board which also has the 15mph speed limit
	

	Paperwork
	Complete Risk Assessment in conjunction with Planner & controller

Review Rescue Plan and Child Welfare Guidelines

Consider First Aid cover (external provider not normally used at Level C/D events)
	

	EMIT 
	Appoint IT manager early on and confirm with them how registration will work ie how stubs will be handled - they must be kept secure (and checked off as people download?) as a safety check if laptop fails.

Have a separate box for used brikkes. Confirm if brikkes can be used again if large numbers turn up. 

Confirm with IT manager who will produce results.
	

	Confirm with Planner who is doing what /when
	Number of pre-printed (and blank) maps. Keep one map of each course along with blank maps at registration in case any run out. 

Will master maps be at registration or Start ( White/Yellow should always be at registration)

Control Descriptions – ask for loose copies for registration including text descriptions for white and yellow courses 

Is there a legend on the map? if not provide some at registration (should be in Organisers box) for beginners

Who is putting out Start / Finish controls and any signs / tapes
	

	Helpers
	Think about how many helpers you’ll need ie parking, registration, starts (to separate people on the same course) finish (only if very remote or across a busy road).  Will need someone with IT experience for late EMIT shift.

Use members@grampoc.com to ask for helpers.  Try to use some newer members rather than just the old faithfuls! Have most volunteers on early duty; you can always recruit helpers for later shift from those who turn up on the day. An up-to-date membership list can be supplied – contact membership@grampoc.com
Ask a few to come extra early to help put up tents especially if it is windy.

Check that at least a couple of the club’s first aiders will be at the event.


	

	Prepare on the day paperwork
	Registration Lists (tick-off sheet for class, no of maps).  These should have the number of maps available clearly marked for each course plus tick columns for type of competitor ie Senior member, Senior non-members, Juniors

Prepare instructions for helpers ie how to handle stubs, walk to start, fees, make sure all stubs have legible names for pairs or groups. Names only go on stubs not on registration lists.

Good (big) notice with what to do for competitors ie details of courses, walk to the starts, any access issues, out-of-bounds and COURSES CLOSED TIMES etc etc.  Assume there will be beginners who know nothing.

Data Privacy Statement should be displayed at registration

Data Privacy Statement

The personal data you give will be used by the event organisers only for the purpose of processing and publishing entries and results. Entry data will not be retained after 3 months from results publication or the conclusion of any protest or appeal.

Prepare notices about any safety or environmental issues.  Important safety notices should be in several places or advised to all entrants by registration people 

Registration stubs – may need to print off more if stocks low
	

	Equipment
	Contact Hicklings to arrange a time to collect equipment.  Make a list before you go split into Activity groups ie Signage, Starts, Registration, Finish etc

Have a few extra plastic boxes available for stubs (especially if it is windy), float, keys etc

Have some spare boards, paper, marker pens for last minute notices

Make sure all signs have appropriate lengths of useable string.
	


Day Before

	Activity
	Comment
	Check

	Water Bottles
	Sterilise and fill water bottles and buy juice / cups / bin bags if required
	

	EMIT
	Charge up printer
	

	Equipment 
	Check Organisers box for consumables such as pens, staples, string etc

Arrange a float – first few competitors will  always have a £20 note
	

	Packing
	Pack car in reverse order – have road signs on the top!!
	


On the Day

	Activity
	Comment
	Check

	Signage
	Put out road signs on your way to the event – you’ll run out of time to do it later. Make sure the event is signed from where it is indicated in the flyers
	

	Setting Up
	Stay in and around assembly until all helpers and equipment are in place ie don’t go away to the start leaving registration stuff locked in your car

Don’t forget results ie put up a string for up to 3 A4 printed sheets
	

	Planner
	Arrange to meet the planner at assembly 30minutes before registration opens to ensure all is ready ie controls all out, maps are at registration or start, control descriptions are at registration and any last minute instructions.  
	


After the event

	Activity
	Comment
	Check

	Equipment
	Make sure all kit is dry and packed away (eg pens in Organisers box) and arrange to return it to the Hicklings.  Let them know if stocks of anything are low or any repairs are required.
	

	Results
	Review results and registration sheets and prepare event entry numbers ie numbers of Senior member, Senior non-members, Juniors.

These numbers (* entry fees) should of course equal the total entry fees collected (unless some income is from map sales)

Review any DSQ with controller and calculate colour badge times

Send results / entry numbers to results secretary for levy submission

Send cheque for event fees to Treasurer with copy of entry numbers.
	


Useful contacts

Equipment: Rob Hickling  Rob.Hickling@uwclub.net  01224 323855
Permissions: Allan Rae allan.rae@kirkwood-homes.com 01467 621142

Officials:  Anne Hickling  anne.hickling@talktalk.net   01224 323855

BOF Registration / Results / Levy Secretary  : Adrian Will adrian_will@hotmail.co.uk  01467 641144
Members: Jayne MacGregor membership@grampoc.com  01224 638906

To contact all members directly members@grampoc.com
Website: Rachel Scott flump@care4free.net  01569 766866
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