SN Event ORGANISER GUIDELINES (updated 2024) 


General

The aim of this brief is to help the Organiser and to provide advice on organising an event.  In general, you can ignore anything to do with the forest side of the event. That is the responsibility of the Planner.  Early organisation ensures success, as will keeping it simple. 
In order to organise a BOF event, you will need to have completed the BOF Event Safety Course. This can be done online at British Orienteering. SN will refund the cost of the course. Please update the Event Secretary once you have completed the course.
The people holding the positions mentioned in this document can be found at the front of the SNaggers magazine.
The land permissions, liability insurance etc and setup of the web pages in Racesignup (RSU) and on the SN website will have been dealt with by others. Ask the Event Sec for details if required.

This document is divided into 5 parts:

· Level D / Saturday Series (provides check list and full details on these events) (Page 2-5)

· Level A-C events (provides check list, and link to the BOF guidelines) (Page 6)
· First Aid/Hospitals/safety (details of what is needed and where to get it) (Page 7)
· Toilets (details of what is needed and where to get it) (Page 8)

· Traders (Page 9)

Many thanks for your help

Level D / Saturday Series
CHECKLIST 
	
	
	Section below

	
	Pre-event- Check permissions, risk assessment and land access
	1.1,1.2

	
	Pre-event- Check website information and setup on RSU and SN
	1.3

	
	Pre-event- Ensure you have enough helpers
	1.4

	
	Pre-event – Arrange equipment collection
	1.5,1.6

	
	Event: Assembly area Set-up
	2.1-2.7

	
	Event: Start/finish set up
	2.8-2.9

	
	Event: Run out of maps/dibbers?
	2.10

	
	Post Event: Ensure all runners have finished
	3.1

	
	Post Event: Return equipment
	3.3-3.4

	
	Feedback
	4


1. Pre-Event

1.1. Risk Assessment

You should check the risk assessment form, which should have been produced by the Events Secretary who can be contacted by email at events@southernnavigators.com
1.2. Permission/Land access.

The Events Secretary will probably have fixed the car park and land access (including sending BOF insurance docs to the landowner) but worth checking with them to ensure there are no access problems. It is important that you visit the area in advance to check access and the layout you require.  For instance: do you require a key to gain access to the car park? where should the signs be? will it still work if it is very wet, etc.? Liaise with planner to ensure parking and courses do not conflict and their early thoughts on where the start and finish are to be located.

1.3. Website

Check the information on the SN and Racesignup websites to see that the postcode/grid ref, and all icons, especially for toilets and dogs (you may need to check with the Events Secretary) are correct. If toilets are available ensure they are signposted. If ‘no dogs’ please ensure start and car park teams know.
Check that the race entry system is setup and working correctly on Racesignup. A standard template is used but some events have exceptions so please check they have been accounted for in RSU!
1.4. Helpers.

You need to sort out the team of helpers well in advance.  The helper request email should be sent to membership@southernnavigators.com for distribution to the club. Include the standard SN member discount code (clarifying that this is for SN adults-only who are running on the Light Green or Short Blue courses) in this request and promise the helpers’ discount code to all helpers.  
Numbers of helpers required will depend on the location but generally the following will suffice:  

	Task
	Shift Times
	Early Shift Volunteers
	Late Shift Volunteers

	Car Park
	(9.15-11) 

(11-12.30)
	2 (venue-specific)
	(venue-specific. May not be required as last start 11.30)

	Registration / dibbers
	(9.15 -11) 

(11-12.30)
	2 
	1

	Welcome / floating
	(9.15 -11) 

(11-12.30)
	1
	1

	Download
	(9.15 -11) 

(11-12.30)
	1 (Steve Mac?)
	1

	Starts
	(9.30 -10.45) (10.45 – 11.45)
	2 or 3 
	2 (packup starts at 11.30)

	Control hanging
	Ask the planner!
	
	Not required

	Control collection
	Begins at 12.30
	Not required
	3+ (ask the planner)

	Road Crossing
	(9.45-11) 

(11-12.30)
	Venue-specific
	Venue-specific

	Finish Marshal
	(10-11) (11-12.30)
	1 if remote finish
	1 if remote finish


Please send an email to all the helpers more than a week before the event telling them the location, their allocated task and time to arrive. Please bcc the helpers’ email addresses and include your mobile phone number. This email should also include the Helper’s discount for them to do their entry on Racesignup if they want a free run. Please remind them that this discount expires the Sunday before the event. 
It is advisable to have a couple of people on the Helpers reserve list in case of illness or other reasons why allocated helpers don’t turn up.
Please keep a list of helpers as it may be necessary for insurance purposes. 
1.5. Equipment.

Liaise with the club’s equipment officer to pick up equipment and discuss what equipment you will need. Email address can be obtained from Events Sec.
1.6. Computer.

Liaise with the technical advisor at least 2 weeks before the event. (Email from Event Sec). They will normally set the computer up for your event if you warn them. Make sure the planner has sent through the map files.
2. Event Day

2.1. Route Signing.

With the advent of what3words, added to the use of grid references, signage is not usually required until close to the turning into the area. Think about the turning into the car park.  If it is a narrow road you may wish to specify only one approach direction and this information should be posted on the SN and RSU websites. Ask the Event Secretary to do that. 

Put up (2) SN banners at entrance to car park/near registration.

2.2. Timing.

It is important that helpers arrive in good time (9am?), especially those involved in car parking.

2.3. Layout

Ensure everything is clearly signposted, use the high-vis yellow signs where possible. Enquiries / dibber collection should be clearly signed as separate to Download. Ensure start, finish and toilets (if any) are signposted.
2.4. Enquiries.

All registration is now done online at Racesignup. There will be some Entry on the Day available if there are any maps left, but competitors will still need to enter on Racesignup. Hired dibbers must be collected at Enquiries. There will be a list of which dibber has been allocated to which competitor and it is important that these match up when distributed!
2.5. Download
This will usually require the club tent, a couple of tables and chairs.  Hired dibbers will be handed in at this point after download and should be collected by the people manning Enquiries and replaced in the correct locations in the dibber storage boxes.
2.6. First Aid.

There is a basic First Aid kit, which should be in the download tent with details of the nearest hospital (and route- The Organiser must ensure this is in place). A First Aid sign should be on the tent but it is worth finding out if one of the helpers is a qualified First Aider (a list is held by the Events Secretary). 

2.7. Drinks.

It is not necessary to supply these.

2.8. Start.

Ensure that the route is clearly marked to the start. This includes a sign saying “To the Start” from Enquiries and / or car park and then tapes placed along the route so that the next tape can be clearly seen from the position of the previous tape. Tapes on pegs are available to mark routes. 

Please ensure the start triangle on the map coincides with the SI start flag which should be at or very near the start line / SI unit if possible. (Having the start flag further away confuses beginners). Also, the map scale and any other relevant information should be displayed in the start lanes. The start will require the following kit: 

· 2 x SI Clear unit [supplied by planner. 1 used, 1 spare].
· 1 x SIAC Test unit [supplied by planner].
· 2 x SI Check unit [supplied by planner. 1 used, 1 spare].

· 2 x SI Start unit on stake [put 1 adjacent to start line, supplied by planner. 1 spare] (ideally start kite should be on Start stake).
· A Start kite [supplied by planner].
· Maps. [put after start unit, supplied by planner]. Excludes yellow maps. These can be collected before the start unit.
· 4 x boxes for the maps marked Yellow, Orange, Light Green and Short Blue
· A clock set to race time. The bleep clock is best. There is a tripod available for the clock
· Yellow batons to set out the start boxes and mark route to Start. [need –1min and –2min boxes]. If the ground is very rough at the start, you may need to use tape and pegs instead of the batons.
· Start Banner

· Notices for start lanes: Map scale, planners notes (if any)
Starts are allocated on a first come first run basis but there MUST be a gap of 3 mins between competitors from the same group on the same course.  

The start team should make sure that “start” control unit that was used on the day is returned and identified to the computer team at download. This is used as the final safety check.
2.9. Finish.

The finish usually closes 12:30 and controls will be collected in after that time. The Planner will meet with and organise the control collectors.
Very little is needed for the finish other than:

· Banner 

· 1 SI Finish units on stakes [supplied by planner who will also supply a spare].

· If necessary, make sure that the route from the Finish to Download is well marked.

· A couple of ‘Don’t forget to Download’ signs. en-route to the computer point 

· If you have enough helpers, a remote finish should be manned.
2.10. Run out of maps/dibbers?
· Because all entries are done via Racesignup, we should never run out of maps! If competitors arrange to recycle maps amongst themselves, they still need to pay but will need to talk to Events Sec or person on the computer to arrange their entry / download.
· Dibbers can be reused (providing they are downloaded first.)

3. Post Event

3.1. Everyone completed?
Ensure all runners have completed. If runners not accounted for:

· Check start box is downloaded (to ensure they started)

· Check car park (they may have just forgot to download)
· Call their phone number or their emergency contact number to see if there is any information available there. Number can be extracted from Racesignup by Debbie Robinson or Steve McKinley.
· Ensure planner is aware (so they can inform control collectors)

· If still problem liaise with experienced orienteers to formulate best plan of action [Make sure you know who has gone where, that you know how long they will be out looking and or how to contact them if need be. Make sure someone stays behind to co-ordinate, identify mobile phone numbers and ensure the co-ordinator has a signal]
3.2. Equipment:

Ensure all the equipment is sorted and cleaned before handing back to the equipment officer. If there is a problem, please update the equipment officer rather than replacing the equipment in poor condition. They can’t fix what they don’t know about!
4. Feedback

Please let relevant people on committee know of anything that is missing/needed/broken/unclear or map changes that will be needed for future events.
Level A,B and C Events
Please read through the information for the level D events first. Much of that information will still be useful for bigger events. But it is then expanded to cope with a larger number of people and courses.
Please also look at:

http://www.britishorienteering.org.uk/page/organisers
A template for the event accounting will be provided. Some preliminary figures will be in that document to give you an idea of costs seen previously when organising larger events. If anything differs significantly from the template, please contact the Event Sec for guidance.
CHECKLIST (Level C & above :Generally follow BO guidelines in Rule 14 but this may help. BOF website has quite a lot of useful stuff - click on Documents, then Events for the most relevant)

	A
	B
	C
	

	PRE-EVENT:

	Yes
	Yes
	Yes
	Planner, organiser, controller allocated

	Yes
	Yes
	Yes
	Check permissions and risk assessment

	Yes
	Yes
	Yes
	Keep planner and controller informed

	Yes
	Yes
	Yes
	Ensure flyer is correct & arrange to be on Racesignup

	Yes
	Yes
	Yes
	Ensure you have enough helpers (generally need more than for level D). Allocate a safety officer

	Yes
	Yes
	Yes
	Toilets (if on army land use same supplier as BAOC do). Do not take out toilet insurance. The club will self-insure.

	Yes
	Yes
	No
	Arrange First Aid cover

	Yes
	Yes
	No
	Invite traders, arrange assembly area

	Yes
	Yes
	Yes
	Arrange equipment collection

	Yes
	Yes
	Yes
	Arrange for subsidised helper runs 

	EVENT

	Yes
	Yes
	No
	Allocated start times. See “Starts” below

	Yes
	No
	No
	Refreshments (at least water)

	No
	Yes
	Yes
	Have number of available EOD maps for each course

	Yes
	Yes
	Yes
	Assembly area set-up

	Yes
	Yes
	Yes
	Start/finish set up

	Yes
	Yes
	Yes
	Ensure all runners have finished/liaise with safety officer

	Post Event:

	Yes
	Yes
	Yes
	Return equipment

	No
	Yes
	No
	If SN TROPHY, calculate winners

	Yes
	Yes
	Yes
	Complete the accounts for the event

	Yes
	Yes
	Yes
	Feedback to committee


Starts

The starts will need more space (-4 call-up and check followed by SIAC Test, -3 CD pick-up, -2 blank maps, -1 get ready to go / final safety etc) for a larger number of courses (usually about 11 for a level B event). You will need more helpers than for a level D event. The following jobs need filling:

1. For level A/B: 1 x Calling up competitors at the correct time

2. For level A/B: 1 x Fit in competitors who have missed their start time or are helpers

3. 1 x Check that dibbers are clear as competitor steps into the 1st start box

4. 1 x Highlight any points which must be flagged for safety reasons
5. 2 x Pull out single maps from each box and lay face-down on floor

6. 1 x Allow competitors to start

7. 1 x Spare person to relieve or help where needed

Depending on how the start is arranged, it may be necessary to hold competitors at certain points as they progress through to their start time. This role should be possible to combine with 3, 4 and/or 6.
8. First Aid / Hospitals / Safety:

Organisers should refer to Rules Appendix E Event Safety, and be aware that under item 2.1 it is stated At all events the organiser shall ensure that appropriate first aid is easily available (Rule 11.9)

It goes on to say that First Aid provision must be appropriate to the nature of event, and some thought needs to be given to location, terrain, time of year etc, so some guidance may need to be sought from the committee so agreement can be reached over what is “appropriate”. The event Risk Assessment should also be considered and any particular risks highlighted in this be taken into account.

In practice, for smaller sized events it is adequate to make sure that there is an SN member present who is a trained First Aider holding a current certificate. A list is held by the Club Secretary.

There should be a First Aid kit available at the event included in the equipment collected from the Equipment Officer.

The organiser should be aware of the nearest hospital with A&E facilities, so that in the event of an incident an injured competitor can be taken there. It is easy to print off a route to that hospital using one of the online routefinder packages, such as www.rac.co.uk/route-planner/ and this can if necessary be passed to any driver taking that person if they are not familiar with the area.

For larger events, where numbers and entry fees will cover the costs, it is appropriate to arrange for hired in expert First Aiders, possibly including a 4-wheel drive vehicle that could get out onto the terrain in the event of an emergency. This is dependent on the area.
SN have often used:

British Red Cross, 78-80 Walton Road, Woking GU21 5DW. Contact 01483 749052 or email surreyEFA@redcross.org.uk   (As an example SN Trophy 2012 cost for 2 First Aiders plus 4WD Land Rover for a 6 hour period was £213.60 inc VAT) (Left in for historical value.)
The organiser should make early contact with providers to obtain a competitive price and ensure that they can accommodate the event date. Costs can then be factored into the event budget and a firm booking be made in good time. It is usual that as a small extra on event day, hot drinks and a small lunch is made available to the First Aiders from the refreshment van at SN’s cost. After all they are sitting around for much of the day sometimes in cold conditions.

St John Ambulance can be contacted for a quote at St John House, Stocton Close, Guildford, GU1 1HA contact 01483 567163 www.sja.org.uk/surrey 

Another contact is: http://www.secamb.nhs.uk/our_services/private_ambulance_services.aspx 

Organisers should note that charitable type organisations such as Red Cross or St John Ambulance are likely to be most competitively priced. There are several other providers who tend to operate on a more commercial basis and likely to cost more. As the volunteers are often not available, we have used Reliance Ambulance in the past (2023). Phone 01276 423553. Address: UnitA16a, Fairoaks Airport, Chobham, Woking, GU24 8HU. Cost was £325 for 1 first aider plus ambulance car from 10am to 4pm.
At larger events the organiser should appoint one of his team as Safety Officer to be accessible and around at critical points in the day, particularly aware of late/missing finishers, and it is best to introduce that person to the First Aiders so they have an alternative point of contact in the event of an emergency.

List of hospitals with A&E

	Venue
	Hospital

	Horsell, Goldsworth Pk, West End, Windlesham
	St. Peter's Hospital, Guildford Road, Chertsey, Surrey, KT16 0PZ 
Switchboard: 01932 872000 

	Hindhead, Wisley, Ash Ranges (S), Farnham, Farnham park, Alice Holt, Lower Bourne, Witley
	The Royal Surrey County Hospital
Egerton Road, Guildford GU2 7XX
Tel: 01483 571122 

	Alton
	Basingstoke and North Hampshire Hospital

Aldermaston Road, Basingstoke, RG24 9NA
Tel: 01256 473 202

	Frith, Windmill Mytchett, Ash Ranges (N), Frimley Lodge Park, NRA, Bagshot, Long Valley, Pyestock, Ancells, Elvetham, Zebon copse, Velmead
	Frimley Park Hospital NHS Foundation Trust, Portsmouth Road, Frimley, 
Surrey GU16 7UJ. Tel: 01276 604604 


9: Event Toilets

The organiser should give consideration to provision of toilets at events. 

In practice it can prove costly and is not economically viable to hire in toilets for all events so the following steps should be taken.

For small/lower key events, the organiser should check the event publicity and website details and ensure that it is stated that toilets are not being provided at the event if that is the case. If possible, it is helpful to give details in the publicity, for the nearest public toilets, so at least competitors have been warned and the organiser will have an answer if challenged about toilets not being available.

At some SN event venues, we can book use of a hall or similar building for registration/download etc and toilets may come as part of this. In this situation the organiser should make sure that we provide spare toilet rolls if needed, and check that at the end of the day we leave the toilets clean and tidy as we have found them on arrival.

For larger events, possibly level C, and always level B and A, it is appropriate to hire in toilets as there will be more competitors present over a longer duration and entry fees can be adjusted to cover the costs, and this will be expected.

The organiser should obtain quotes at an early stage, to make sure a competitive price is obtained and to factor this into the event budget prior to the entry fees being publicised. It is also worth making sure that an early booking is made with the hire company to ensure that provision is available on that date and delivery and collection can be carried out to suit the organisers preferred times.

The contractors who have supplied recent SN Trophy events in recent years are:-

Site Equip Ltd, The Avenue, Lasham, GU34 5SU. Contact 01256 384134 www.site-equip.co.uk Their staff are usually very helpful. Toilets need to be paid for soon after booking, so it is best to book for the minimum number of toilets required based on number of competitors expected. Use the ratio of 1 toilet per 100 competitors. We expect at least 300 entries at the SN Trophy plus helpers. Once it gets nearer to the event, the number of entries should be reassessed, and extra toilets added if necessary. The urinals seemed to have increased disproportionally in cost in 2023 so the organiser needs to assess how to get the best value for money and whether urinals should be used or not. If they are, then you need to find a way to screen off both ends of the urinals.
It is worth noting that Site Equip also supply toilets to the Army, so are familiar with their areas and hold pass keys to gates if needed. If toilets are locked behind gates in military areas, the delivery and collection could be Friday / Monday. If toilets are on common land, delivery should be Sunday morning by 8:30 and pickup Sunday afternoon after 15:00.
SN insurance does not cover portable toilets. After investigating toilet insurance, SN decided to self-insure in 2023, taking into account the area and when delivery and collection would be made. This is the expected mode of operation for all military areas, but each event needs to be assessed on the circumstances. Please contact the Event Sec if you have any questions or doubts about this.
Once booked with a contractor, the organiser needs to send a location map and mobile contact number for use on the day by the driver if any problems arise. It is best to select a position near parking and assembly, where toilet queues will not get in the way, and perhaps mark out with a few cones or tape so the area is kept clear and is obvious for the driver to drop the units off on the day. In practice, the organiser is likely to be busy on other things on event day, so the early car park leader can be briefed to look out for the toilets arriving and direct them to the right place.

Invoices for the advance payment should be forwarded to the Treasurer for prompt payment.
10: Guidance Note for Event Traders

For certain larger scale events the organiser should make contact with traders we would like to attend, and competitors would expect to see present.

It is best to check the event land permission first to make sure that traders are allowed on the land, and for example if caterers are invited, they are not operating in direct competition with facilities provided close by through the landowner. i.e. a nearby National Trust cafe or the cafe at Mytchett Canal Centre. In practice this is not usually a problem and a chat with the warden should clear exactly what is reasonable or what is prohibited.

Useful contacts are:-

· Compass Point: Phone 01386 640782 or email customersupport@compasspoint-online.co.uk
· Tom’s Burger Van – British & Continental Catering Contact Tom on 07799 210503 or email j.wilkinson760@btinternet.com
Allow for space for these traders in the assembly layout so they are accessible for competitors to get a reasonable passing trade, but not in the way of registration, download, parking and circulation. Once they are directed to their designated spot they will look after themselves and can be left to get on with it.
Each trader will be charged a license fee of £120 on military land. We usually agree to split this equally with them.
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