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Organising your First Event

Alan Simpson
You feel the time has come to have a go at organising an event, but you are not sure. This two hour evening session is designed to tell you what to do and how to do it.

Date
Wed 22nd November 2017

Time
19.00 – 21.00

Venue
Ilsington Village Hall, 3km ESE of Haytor Rocks, SX 787761 or TQ13 9RG

In the photo, the hall is shown as the Village Shop. Note the good car park to the south and east of the hall.
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This session focusses on the staple item in the Club’s annual Fixture List, namely a colour-coded event offering Brown, Blue, Green, Light Green, Orange and Yellow courses, with possibly also Short Green and White, ie 6 to 8 courses.

The guide is written in a prescriptive style. I hope you won’t be offended.
If you have any queries, please feel free to contact me on 01364 654167 or alanjsimpson16@gmail.com.
Annie and I will be away in Portugal until 3rd Nov.

Contact Andy Reynolds to book a place, 01548 580058 or andyreynolds66aol.com
Event Officials

1) ControllerThe controller’s job is to ensure that the event is organised according to the British Orienteering (BOF) rules, as seen from the competitor’s perspective. More importantly in this context, his/her job is also to be your Mentor.

2) Planner
His/her responsibility is everything which happens between the Start flag and Finish Flag.

3) IT Team Leader

a) Provides three members of the DEVON SI Team to occupy the two computer stations in two shifts. 
Their names are on the Dropbox Fixture List.

b) Brings sufficient copies of the Registration Forms
c) Prints on-the-day results on a narrow strip from the splits printer, and is responsible for putting final results on the website.
d) Approaching Event Closure time, advises you of the number of Outstanding Competitors
e) Gives you a set of results on the day, and the total number of dibbers hired at £1 each for the account.
4) Organiser – You
 Does everything else, with the assistance of your volunteer helpers.
Three Documents Required from You


Event Flier


Risk Assessment


Financial Account after the event, using the spreadsheet “Event Profoema”

Time Scale

Three months ahead


Meet (or contact) the Planner and clarify locations for car parking, start, finish, number of courses.

Meet (or contact) the Controller.

Prepare an event Flier and send it to Bryan Smith or Rob Parkinson to go on the website.

Prepare a Risk Assessment.  Mentor Roger Green

A copy signed by the Controller should be with you at the event, and then submitted to Rob Parkinson.
Collect helpers. It is much easier to do this ahead of time, when people have spaces in their diaries. Mentors Volunteer Co-ordinators Helen Taylor and Ruth Chesters.

Equipment

1) SI Equipment

You don’t need to worry about this. The Planner normally collects it from my house a few days before the event. I synchronise the controls before each event, and ensure that the Check and Start boxes are empty (cleared of data).

Normally I attend the event, and bring back the SI equipment. Otherwise it is the Planner’s responsibility to do so.

Your only involvement – a vital one – is to ensure that the Check Box is in the hands of one of the start team, and he/she ensures that everybody punches before starting. You will probably run a two-shift system. E

The two Check boxes are with the Planner. Normally we just use one. 

The Check Box serves two purposes:-

a) It ensures the competitor’s dibber has been cleared. 
The Start box won’t beep if the dibber is not clear.

b) It provides the electronic head count of Outstanding Competitors.

2) Other Equipment
This is listed in my Organisers Pack 2017, and you collect the equipment from Roger Green’s house and return it after the event.

Tents

We have managed to be rather rough on tents in recent years. The current Pop-up 4metre Kyham Tent is great for rapid assembly, but brute force is not the way to do it. We have already broken one or two of the joints. Make sure you have a competent person around, eg Roger or Tim Gent, to supervise the process. It helps to have four people, one on each corner.

Two tables are used inside the tent. A third table is placed outside the tent, weather permitting, to avoid congestion in the tent whilst completing registration forms. Competitors move from left to right, registration to computer team.


Toilets

A single unit from Andy Loos is the norm. Consult Nicholas Maxwell for information. 

Andy Loos will bill the club treasurer, Matt Atkins directly

We don’t need a toilet at all venues, eg toilets are available at the River Dart Country Park.

People
Graham Dugdale, the club Membership Secretary will have given you a current printed Membership List. Contact details for all club members mentioned are in this booklet.


On the Club Website, “Contacts” are those illustrious people forming the Committee, eg
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Bryan Smith



Helen Taylor


Rob Parkinson


   Chairman


     Volunteer Co-ordinator

   Secretary
Homework
Look up some other people on the Committee and their Job Descriptions. Do you know them?
Go to the Search Box, a little white box in the top right on the website. Enter “Organiser”, to see what is there.
Document Templates
My “Organiser’s Pack” is in WORD. The pages can be copied in WORD and edited to suit your particular event.
Discussion Topics during the Training Session
Is the Flier serious enough?
Registration normally opens half an hour before First Start, and closes shortly before the Last Start.

How long a Start Period do we operate? Is it the same all year round?

How many helpers do I actually need?

Is it appropriate to trying phoning unknown club members who live close to the event?

Is it desirable to have team leaders for Parking, Start, First Aid? 

Is there any alternative to a Two-shift system for helpers?

Registration is normally in the car park. What problems are posed if the Start and/or Finish are Distant?

How much do you charge for groups, eg


Two adult seniors competing as a pair


A family group where a youngster is essentially the competitor and adults are “shadowing”


Any other combinations

Who qualifies for Travel Expenses or Free Entry? (The rate for Travel Expenses is 25p per mile.)
A       B          C      D
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