SOGALOPPEN ORGANISERS GUIDELINES
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Introduction

The planner has traditionally covered the organisation function at Sogaloppen events. This is sensible at small events, but as the size and complexity of Sogaloppens has increased, it might be appropriate to list the key points involved and perhaps delegate a separate organiser. People sometimes volunteer in pairs to run these events and this seems to have been a successful development. 

Your Area Event Coordinator will be available to help with advice and guidance. It is wise to ask your event coordinator to double check your courses whatever your experience.
1. Land Permission

Not your problem. Each SO area has a nominated person who liaises with the landowner and gets permission for an event well in advance. Your Area Event Coordinator should tell you who this is.

2. Risk Assessment

You must be a British Orienteering member in order to be covered for 3rd party insurance for the event. It is your responsibility to fill in a risk assessment form for the event. This is a very simple one sided document available from you area coordinator or the website. Liaise with your Area Event Coordinator if you are unsure about how to fill this in.
3. Car Parking

It is vital that this is sorted out early as it will affect the planner’s courses. Work on a ration of 1.5:1 in terms of competitors expected to cars. With present attendance this means that space must be found for between 55/80 cars. Make sure that the liaison person knows which area you wish to use and obtain permission from the landowner. If you wish to use an area outside the map, e.g. an adjacent farmers field, you will need to negotiate this yourself. Establish whether a fee (typically £1 per car) is required.

4. Maps

Maps for planning should be available from your Area Event Coordinator. The planner should email copies of the courses to the Mapping coordinator in plenty of time for the maps to be printed. Estimate the number you are likely to need (the Events secretary can help you with this). The Mapping Coordinator has the facility to make updates on the map if you feel this is necessary but let him know in good time.

5. Publicity

5.1. Website www.southdowns-orienteers.org.uk

Fill in the event details on the form that is available on the website. Email to events@southdowns-orienteers.org.uk  or pass to the web publicity officer (David Marsh). This should be available as soon as possible and certainly before the preceding event.
5.2. Ansaphone (01903 239186)

The ansaphone custodian will use the information that is on the web site for the message. This should be available before the preceding event.  It is a good idea to check this.

6. Kit Organisation

6.1. Forest Kit

Obtained from Club Captain and comprising:

· Flags x 30

· Stakes x 30 and/or cord if you intend to tie control units to trees.

· Control units x 30 + clear, check, start, finish.

· Instructions on how to activate boxes on day of event.

The availability will depend on the timing of the preceding event.

6.2. General Kit

Obtained from your Area Event Coordinator or Equipment Officer and comprising:

· Road signs

· Red and white mining tape

· Miscellaneous items

The kit should be available after the preceding event in your area.

7. Control Description Sheets

Print these out once the courses have been finalised. Numbers will depend on expected attendance but typically these might be:


Blue – 65


Green – 65


Orange – 35


Yellow – 30

Send one copy of each sheet to Jaquie and Peter Drake at least 2 days before the event so they can program the computer.

8. OCAD

Most planners now use OCAD - a software program for drawing maps of all types.  If your planner is not familiar with this but would like to learn the rudiments of course-planning there are some very good “help documents” on the SO website and, of course, ask for more help if needed.  

If the planner prefers to draw up the courses by hand there are lots of club members who would be willing to transfer the courses onto OCAD. Please ask one of the club officers for help.

9. Preparing base units.

See Neil’s notes on Electronic Punching in the Organiser’s and Planner’s Resources on the website.

10. Putting out Controls

It is possible to put out everything on the morning of the event but in this case it is advisable to have at least 2 people working together particularly in winter, to avoid time pressure. Alternatively it is possible to put out some or all of the flags and stakes on the day before the event (depending on the security of the location). Please note however that the boxes must be activated on the day of the event as they switch off after 5 hours unless they are dibbed. The most efficient way of doing this is to activate them all together at home at about 6:30am on the morning of the event before putting them out in the forest. We are starting to replace the boxes with ones, which can be activated on the day before the event, but this is still at a very early stage.

11. Event Day

If you are having problems recruiting helpers ask your Area Event Coordinator for assistance. Apart from putting out controls it is necessary to cover the following jobs:

11.1. Road signs

Normally done by planner before putting out controls.

11.2. Car Parking

Number of helpers depends on nature of car park area and whether a parking fee is being charged. If so, one helper (with a fluorescent jacket) is needed to collect the fee (using a bucket) and probably one other (with a fluorescent jacket) to park the cars.

11.3. Map sales / Dibber Hire

One or two helpers needed in car close to registration. The following items are needed:

· Sogaloppen fee card (provided by planner).

· Course details sheet – A4 (provided by planner).

· Maps.

· Hire dibbers (The Drakes).

· Hire forms (The Drakes).

· Cash float (£10 - £20 can be provided by the treasurer if given advance notice).

· Pen.

11.4. Registration / download

This is normally done by the Drake’s or someone appointed by them – if they need any help they will arrange it themselves. Not a problem for the planner / organiser.

11.5. Newcomer assistance

At least one person should be provided to assist newcomers, particularly between 9:30am and 10:30am. There are two question mark bibs available, which should be with the Drake’s or the Club Captain.
11.6. Start / finish

Only one person (usually the planner) is needed to man the start. Nobody is needed at the finish although a small banner (obtained from the Drakes) is helpful in locating it.

The start can be informal but make sure there is a clear box on a stake in a prominent position. The starter should hold the check box himself and check everyone’s dibber. Have a spare box for both the start and the finish.

Don’t place the start control in such a position that competitors have to run past it to get to the finish control.

12. Event Finish

Just needs to be marked by the banner. A notice to remember to go to Download, even if you retire, is advisable particularly to remind newcomers.

12.1. Control collection

About four helpers (including the planner) are needed. Normally this is done by relying on volunteers on the day. Remember that the volunteers may be cold and wet after waiting some time, so give some prior thought to this job. Start as soon as the courses close (normally 12:30). It helps if you have a master map with all controls cut into sections.

12.2. Return equipment, etc.

Return to the following people unless directed otherwise:

· Forest kit – Club Captain

· General kit – Area Event Coordinator

· Spare maps – Area Event Coordinator

· Cash (Take your expenses out first. Car parking may be paid directly to landowner if desired) – Treasurer

· Hire dibbers, dibber slips – The Drakes

Don’t forget to pick up road signs at the end.

12.3. Comments

The Drakes will process the results and post them on the website as soon as possible. The planner/organiser normally writes some brief comments to be included with the results when they appear. It would help if this could be done shortly after the event finishes.

12.4. Relax!

Drive home, take a hot bath and glow with the inner satisfaction, congratulating yourself on a job well done.
 Equipment List

	Equipment
	Held by

	TRAFFIC

	Road direction signs
	Equipment Officer

	Runners on Road signs
	Equipment Officer

	Caution traffic on road signs
	Equipment Officer

	Parking hands
	Equipment Officer

	Fluorescent Jackets
	Equipment Officer

	GENERAL

	Club Flag
	The Hooper’s

	1,2,3,4,5,6 Yellow help signs
	Club Captain

	Question mark bib
	Club Captain or the Drake’s

	MAP SALES

	Float
	Organiser

	Dibbers for hire & slips
	Computing Team

	DIBBER REGISTRATION / DOWNLOAD

	Large grey tunnel tent
	Equipment Officer

	Large blue tunnel tent x 2
	Equipment Officer

	Old blue tent x 2
	Equipment Officer

	Control Descriptions
	Planner

	START

	Start Flags
	The Hooper’s

	Clock
	Equipment Officer

	Tape
	Equipment Officer

	FINISH

	Small finish banner (SOGs)
	Computing Team

	Finish Flags
	The Hooper’s

	Drinks Equipment
	Equipment Officer

	DOWNLOAD

	Results display hanger
	Equipment Officer

	PLANNING

	SI Controls & Stakes
	Club Captain

	Flags
	Club Captain

	STRING COURSE

	String reel
	Equipment Officer

	Picture boards
	Equipment Officer


 Club Officials

	Club Official
	SO Officials 2007/08
	Contact

	Answer phone service
	John Franklin
	01903 603336

	Club Captain
	Neil Crickmore
	01273 832420

	Computing Team
	Jaquie and Peter Drake
	01273 400603

	Equipment Officer
	Vince Joyce
	07775 834196  

	Mapping Coordinator
	Mike Gammon
	01903 882722

	Events Secretary
	Steve Jarvis
	steve@lucastes.totalserve.co.uk

	Publicity Officer
	Anna Chapman
	01293 511288

	Web Publicity Officer
	David Marsh
	

	SOG events Coordinator – East
	Mike Baron & 
Tom Crossett
	01273 472824

	SOG events Coordinator – North
	Vince Joyce
	07775 834196  

	SOG events Coordinator – West
	Dave McTurk
	01243 782991

	Treasurer
	Bridget Hooper
	01342 322072

	Website Manager
	Chris Curtis
	Chris.curtis@st-bedes.surrey.sch.uk
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