
Flat 5, 50 Parkwood Road
Bournemouth
5 2BL
Tel: 01202 429756
e-mail: julie.astin@hotmail.co.uk
October 2015
Dorset Delight – Wareham Forest NW -  October 25th 

Thank you for agreeing to be a Team Leader at this event. You should by now have contacted your various Team Helpers to confirm their availability. I ask that all team leaders be responsible for setting your team’s activity up (if applicable – this does not apply to the Car Park team) and this will take place from 14:00 onwards on Saturday 24th October. All the equipment (except the String Course kit and the generator) will be brought in the trailer.
On the day itself, I would like all team members to be on site by 9.00 - 9.15. Please let me know if you have any problem with the availability of your team as soon as possible.

I will be providing you with a list of the mobile phone numbers of other team leaders that you may need to contact, so please make sure you have this available on the day AND THAT YOUR PHONE IS FULLY CHARGED! 
LOCATION
Wareham Forest NW, accessed from Wareham-Bere Regis road at GR SY872932. Road signs will be put out as usual. Nearest post code is BH20 7NN ( I think!)
Parking will be along the forest track leading S from the forest gate to the Assembly Area. 
Information for Competitors

Dogs will be allowed on the courses BUT MUST BE KEPT UNDER CONTROL AT ALL TIMES AND NOT IMPEDE COMPETITORS. If this privilege is abused, the owner will be disqualified. In the Assembly area, dogs must be kept on leads.
Two Toilets and a urinal will be available at Assembly. 
No start times are being allocated so competitors should get to the Start sometime between 10.30 and 12.30. (I have asked any competitor who thinks they might take 2 hours to start sooner, rather than later!)  Courses close 14.30. Control descriptions will be printed on the maps and loose descriptions will be available at the start. All competitors are advised to carry a whistle. 
OUTLINE OF TASKS

Below is an outline of how we are going to organise the event on the day, and the key elements of each team's work. It is important that all Team Leaders are totally familiar with how the event as a whole is being organised.  These details should also be relayed to your team helpers for the same reason.  The ‘Enquiries Tent’ is where you direct them to ask their questions, but you will inevitably be asked the basic questions such as: “Where are the toilets?”; “How far/long to the Start?”; “Where is the assembly area?”; “Can I take my dog with me?” etc, etc, etc – so make sure your team knows the answers!!

CAR PARKING
Cars are to be parallel-parked along the forest track, but occasionally it may be possible to park at an angle if the road width allows. But we must ensure minimum damage to the grass verges. 
Somewhere along the access road collect the £1.00 parking fee and give out as many entry on the day forms as required. (Note: Spare forms will also be available at Enquiries). They are to be waved on to the next marshal who will direct them to the next parking space. You are the first point of contact, so you will be fired with questions – but you have to keep the parking flowing smoothly, so you will have to use your team well. If busy, explain firmly that there is an “Enquiries Tent”. 

Equipment: High Vis bibs; direction hands/arrows; Entry on the day forms. Bucket and Float for car parking. (I will provide the float and EOD forms)
Enquiries/EOD/Dibber Hire & Collection Tent
Ensure all team members know the direction and distance (about 50m) to Start; where the Finishes are (there are 2 – both less than 30 m away) (see attached pdf map of the event layout) where the String course is (in woods near Assembly) – see Assembly Layout diagram; and what courses are available. The Portaloos are opposite the tents. Before the event, think of all the questions you may be asked and be prepared. For your own reference have a copy of Final Details (attached) printed out. Have a few EOD forms handy too.  
Have a box available for competitors’ keys which can be left here. (This box will be in the ‘EOD’ Kit box.
If you detect a ‘strange’ character, or someone who you find out has never orienteered before, for security reasons, ensure you ask them for their name and address.  Disguise this request by saying it is for publicity reasons i.e., we will mail them an information pack.  If they refuse to give this information, they cannot participate. Call for assistance.

Pre-Entry Dibber Hire: 

You will be given a list of the dibber numbers that have been allocated to all those who have pre-entered. Supply them with the correct dibber number and tell them they can now go straight to the Start.
Ensure you are familiar with all details of the event especially the entry procedure for

Competitors. This is the procedure as written in the Final Details (i.e. for the competitor):

EOD PAYMENT PROCEDURE – there should be two people doing this
1st Person:

· Ask competitor for their EOD Form which they should have filled in (check it! – especially contact details if competitor is hiring a dibber) 

· If hiring a dibber, select a dibber from the box, write the number on the form, then give to competitor.

· Enter the Total Fee on the form. (see fees below, which are also on the form)

· Attach coloured sticker for that course* in the ‘Officials’ section of the form.

2nd Person:

· Collect the money from the competitor and stamp the EOD form with the “Paid” stamp.

· Give the form back to the competitor who now goes to the Registration/Download tent. 

* Note: When all the coloured stickers are gone, the competitor must choose another course.

Please avoid bottlenecks - send anyone asking questions back to the ENQUIRIES person!  Anyone who has not completed the form must not block the flow – send them out with a blank form to complete!    
ALL EOD COMPETITORS MUST come to tent and pay:
BOF Seniors 

£10.00

Non BOF Seniors
 
£12.00

Juniors


£3.00
Senior short course

£5.00 (White, Yellow or Orange)

Dibber hire


£1.00 (£20 charge for any lost Dibber)
Extra Map


£1.00 (for those going round in pairs)
The following courses are available:
	COURSE
	LENGTH
	CLIMB
	COURSE
	LENGTH
	CLIMB

	White
	1.7 km
	10m
	Short Green
	3.0 km
	40m

	Yellow
	2.2 km
	15m
	Green
	4.1 km
	35m

	Orange
	3.1 km
	40m
	Blue
	6.4 km
	80m

	Light Green
	3.6 km
	50m
	Brown
	8.8 km
	80m


The Course Board should be mounted at the start of the queue so competitors will have been able to decide their course BEFORE they get to you to pay (although this information is in the Final Details). The Organiser will provide the Course Board.
Equipment: Tent, ‘EOD’ ‘Enquiries’ ‘Dibber Hire/Collection’ signs, table, chairs, spare EOD forms (box to stop them blowing away), pre-hired Dibbers and list, spare EOD forms and pens, box for competitors keys, selection of publicity material, pens, stapler, sheets of coloured stickers, money float, course board.
 REGISTRATION / DOWNLOAD
All EOD competitors, with their dibbers (hired or owned) and completed forms, must come to this Registration Tent. Firstly ask for their Forms – check that there is a ‘PAID’ stamp and a coloured sticker in the ‘Officials’ box. The coloured sticker indicates which course they are doing. Important: If there is no coloured sticker, send them back to EOD to get one. This is our way of double-checking the number of available maps.
Competitors with their own dibbers will simply "dib" their dibber in to a station; all their information should come up on the computer, leaving only the course information to be entered.  Verbally confirm their info with competitor.  Allocate a corner of the tent for ‘problems’ i.e.: move them away from the queue to avoid bottleneck! 

Competitors who have hired dibbers will "dib" their dibber in to a box and their details will have to be keyed into the computer.  You can use the information off their EOD Forms.  

NB: Competitors who have pre-entered & hired dibbers won’t need to come to you, as their info will already have been inputted into the system

Be prepared for problems i.e.: people wanting to change class, course, dibber numbers!!!

Please avoid bottlenecks - send anyone asking questions back out to ENQUIRIES! 

Equipment: Blue tunnel tent, signs ‘Registration’ for one side and ‘Download’ for the other, computer equipment, tables, ample supply of cushions and chairs, pens, stapler, box for forms.

Generator will be required. Please ensure that arrangements have been made to bring this to the event!
START

No Start times are being allocated to competitors so there is only need for a 4 minute call-up box. To minimise equipment requirements, simply tape out the 4 boxes and then place a laminated card for each course on the front line of tape which can be attached to the ground. Competitors will filter into their course “lane” as and when they wish although members of the same club on the same course should be separated by at least 2 minutes. 
Before they enter the first box, competitors must clear their dibbers in the Clear station, placed in an appropriate, visible place.

In the first box, a team member should Check the competitors dibbers. If a competitor does not register as ‘cleared’ they must not start – they must go back to the Clear Station, and try again to clear.
It is important to ensure that every competitor punches in the Check box.  This is because the ‘body check’ in the SI software is based on reading in the contents of the check box.
In the second box there will be the loose control descriptions.

In the third box, ‘blank’ maps. There may also be some last minute map corrections or information.
At the Start Line there will be the usual ‘bleeping clock’.
It is a Punching Start, and therefore no need to rush to the start punches. (There should be several of them.) If manpower allows it is useful to ensure that a single map of each course is always placed on the ground, with the box partly on top of it, for the competitors to take. The waterproof maps can have a tendency to stick together and this ensures that each runner only takes one map.
Equipment: Tags marking the way to the Start, the Start Banner, Red & White Tape for Start Line and lanes, Bleep Clock, Clearing Stations, Check Station, Start Station(s), Start Triangle/Kite, stakes, loose control descriptions, loud voices! 
FINISHES


Neither Finish will be permanently manned as they are so close to Assembly.
Equipment: Finish Banner, Finish Station(s)
DOWNLOAD

ALL COMPETITORS MUST REPORT BACK TO THE DOWNLOAD - and "dib " in the Download Box. A printout of their split times will be handed to them. Any competitor hiring a dibber will be asked to deposit it in a box provided. Any event queries (failed/missing dibber boxes etc) will be dealt with in this tent, so you need to allocate a ‘queries’ corner for this.

IT IS IMPORTANT TO MAINTAIN A FLOW AND AVOID BOTTLENECKS – use all laptops by calling competitors forward to free stations. 
If it gets very busy or there’s a problem, get a member of your team to walk down the queue and make an announcement: “To avoid queuing, Finishers may go back to their cars and change, then download back here at a later time”. Don’t keep finishers waiting and getting cold and miserable! 
Results should be printed out periodically and hung on a “washing-line”, well away from the Download tent.
Equipment: Split printer, download stations, collection box for hired dibbers, paper, pens, On the Day Results “washing-line” and plastic sleeves (positioned well away from Download), patience of a saint! I will provide the plastic sleeves.
SIGNAGE (Organiser)
Place signs on road at entrance site and within the site as necessary. The site signage is important to avoid unnecessary repeated questions i.e.: ‘where are the loos/toilets….?’  Make sure the string course is well signed – it often isn’t!

Make sure you have good supply of signs, string, scissors, staple gun (and staples), duck tape and stakes and mallet.  Arrange collection in at end of event.
FIRST AID

My campervan will be the First Aid post and will be parked in the Assembly area, near Enquiries. This may not be manned all the times but qualified people in Enquiries will keep an eye on it and deal with cases as they arise. (But Gavin A-H should be around some of the time, I hope)
The 1st aid kit has been checked. There should also be the incident log book or some copies of the BOF accident report form. There will also be the following:
The Club ‘Search and Recovery Plan’– we may need to refer to it and put it into action! 
Map showing how to get to Poole Hospital.
(These will be provided by the Organiser)
A small emergency rucksack which, if required, can be taken to quickly provide aid for somebody in the forest.

PLANNER’S TEAM OF STATION PUTTING OUT/CHECKING

Agree meeting place, time & strategy.  Club now has carrying holders for the SI Stations, which makes the task of transporting and locating a large number of stations a lot easier.  Inform Organiser when you and Controller are happy that the event is ready to ‘rock ‘n’ roll’.

STRING COURSE

This will be a free event and located near Assembly. It is not suitable for pushchairs. Make sure the string course is well signed from the car park. 

Equipment: Tent (if needed), chairs, a few games (e.g. puzzles, books, bat and ball) to amuse waiting children, Reel of String, scissors (for knots), kites/control flags (don’t forget one for the start), stakes and controls (I will provide these), Log of results (+ whiteboard – I will provide) a sense of humour!

General Notes to All: 

Hopefully most people, who want to, will be able to get a run in during the day. So get your team working together and remember good leaders are also good delegators; try and get as many of your team out there competing in the event (remember they get half price entry).

On the day, if any of us feels uncomfortable about any unknown character and his/her intent, or sees strange or out of place behaviour it is a duty to bring it to the attention of the organiser – i.e. me.  Orienteering is, by its very nature, a ‘dangerous’ sport – but everything in life has its dangers, which is why we have to do risk assessments!  So we post a disclaimer and ask competitors, parents of juniors and officials to do their part too.

On the day if your team seems to be over manned while another team is struggling to cope, check with your team leader and spread yourselves out!

If you have any queries, problems or suggestions, please give me call. Let me know as soon as possible if you have to withdraw from helping or if your team members dwindle.  
Remember nobody plans to fail, just make sure you do not fail to plan!

Many thanks,  

Julie Astin

(Event Organiser) 
For people who have not pre-entered:


Entry on Day form given out on entering the car park. Complete the form and then go to Enquiries/EOD/Dibber Hire tent. 


If you need to hire a dibber, write “Hire” on the EOD form beneath the words “Dibber No.”


Pay for the event and dibber (if applicable)


Go to Registration Tent 


Go to start between 10.30 and 12.30





For people who have pre-entered but require a Dibber:


1)  Collect allocated S.I. dibber at Enquiries/EOD/Dibber Hire tent 


      2)  Go to start between 10.30 and 12.30





For people who have pre-entered with their own Dibber:


Go to start between 10.30 and 12.30





NOTE: NO ALLOCATED START TIMES ARE BEING GIVEN. SIMPLY GO TO THE START WHEN YOU ARE READY AND TAKE THE NEXT AVAILABLE TIME SLOT FOR YOUR COURSE.





Entry on the day


Entry on the day is available while map stocks last. When maps for your preferred course have run out, you must choose an alternative course.












