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INTRODUCTION 
This is the latest (probably the Fourth) Edition of a British Orienteering handbook for major event 
organisers, aimed at those already experienced in event organisation up to say, regional event 
level and now finding themselves having agreed, in a weak moment, to organise a national event 
- or even something bigger! 
 
It, therefore, sets out not to cross all the T’s and dot all the I’s, but to  provide advice on what has 
been found by experience over the years to be successful ways of doing things when large 
numbers are involved and in particular situations.  Checklists are included where appropriate.  
Where the advice appears mandatory, it is because it is linked with British Orienteering Rules 
and Guidelines or other aspects of policy - or because the penalties of non-observation are liable 
to be particularly severe! 
 
The reader is invited - nay, encouraged - to make comments, rectify errors, suggest additional 
points which should be included and add useful detail especially with regard to quantity or type of 
material or equipment best recommended and its source, time needed for particular tasks, etc.  
Please write or e-mail to British Orienteering National Office. 
 
The writer is indebted to a number of people who have helped with or contributed to the 
production of this handbook: Martin Lloyd, who started the ball rolling, several years ago now, 
Roger Baker, Anne Braggins, Ken Broad, Mike George, Peggy Gordon, Mike Hosford, Chris 
James, Michel Johnson, Roger Lott, Ian McMillan, Roy Mason, Jerry Newcombe, Peter Palmer, 
Tony Pennick, David Peregrine, Brian Rex, Colin Roscoe, Alan Rosen, David Thomas, Tony 
Thornley, Alan Wallis, Richard Weston and Judith Wingham.  To all of you and to a number of 
anonymous contributors, thank you. 
 
Clive Allen 
September 1994 
 
 
 
Having volunteered to review this document, as the previous edition, after the BOC 2005 I’m impressed to find that, 
however far we have come with electronic devices, software and the like, there is so much of this document that has 
stood the test of time that it is still excellent advice.  I have resisted the option of changing all the “he” references to 
“(s)he” that I’m sure you’ll all recognise that “he” is used for convenience.  I fully admit that my grammar might be 
acceptable to most users although the purists might wish to debate some paragraphs – whether my own or in the 
original document.  As Clive intimated in the original introduction all comments on this document are welcome – to 
BRITISH ORIENTEERING please.  By means of the web I hope that this document has a wider circulation and that 
someone reads it.  I hope organisers of future events find it useful too; just don’t be put off by the number of pages!   
 
Over time some changes have come about which have rendered the Manual less relevant although that doesn’t mean 
the advice is irrelevant – I’m thinking here about Drug Testing.  There are some “new” items that could be added such 
as, but not exclusively, Peter Palmer Relays and the Yvette Baker competition although Guidelines exist but in order 
to keep this document moving others may have to contribute. 
 
Thanks to John Warren, John Morris and Brian Parker for advice and contributions. 
 
Roger Hargreaves  
March 2006; additional comments February 2008 
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SECTION A   
ASPECTS OF ORGANISATION WHICH APPLY TO ALL MAJOR EV ENTS 

1. PERMISSIONS 
In actual fact this section has equal applicability to even the smallest event – the consequences 
are exactly the same - only the scale is different.  Seeking permission to hold an Orienteering 
competition is a task which requires careful forethought, tact, diplomacy and extensive reserves 
of consideration for the other man's point of view.  The local landowner owes you nothing, wants 
a quiet life, and suspects all manner of undesirable consequences for him and his neighbours as 
a result of several hundred people coming on to his land.  
 
However, a large number of landowners around the country know that Orienteering is a well-
organised sport with considerate participants which, if the land-use planning is skilfully done and 
leaves little or no environmental damage.  Nowadays, unfortunately, it is increasingly the case 
that money plays a key part in the negotiations as well as environmental considerations. 
 
The approach depends much on the nature of the landowner.  British Orienteering has a 
National Agreement with Forest Enterprise and local negotiations are initiated through the 
District Office.  Standard conditions also apply for some other large-scale owners such as Water 
Companies.  At the other end of the scale, the small hill-farmer is unlikely to reply to letters and 
will usually prefer an informal agreement arising from a personal visit; however this is not really 
satisfactory to the orienteer when so much is at stake. 
 
It is important to ensure that written permission has been obtained from all landowners involved 
and that their farming and shooting tenants have been fully consulted and have given their 
agreement.  The initial approach should always involve a personal visit to the owner or his agent 
or district officer, and to farming tenants, when a full description of the proposed arrangements, 
including access for mapping and all before-and on-the-day activities, is given.  For new areas, 
explanatory literature and sample maps are useful.  There should be no fudging of the issue of 
the number of people likely to attend and compete. 
 
Following the visit, an agreement must be confirmed in writing; a way which makes this exercise 
straightforward for the landowner is to send two copies of the detailed notes of agreement with a 
cover slip asking the owner to sign and return one copy in the (enclosed) SAE.  Any agreed 
payment should be clearly set out in writing in this agreement.  If the agreement fails to be 
returned – don’t assume all is well – make a follow up visit.   
 
Some farmers will say “NO” rather than sign anything: however, once they have given their word, 
they can usually be relied upon to keep it.  Issues can arise on Common Land where the 
Landowner is happy to give permission without consulting the Commoners.  The Commoners 
should be involved in access negotiations. 
 
Where the area is a SSSI, liaison with Natural England (NE) is also mandatory and who will 
licence activity.  The British Orienteering Environmental Officer can be consulted if there are 
difficulties, so that the now-considerable weight of scientific research covering the effect of 
Orienteering on the environment can be used.  His knowledge of good practice in other areas of 
similar terrain can also be invaluable.  Other bodies such as the RSPB may also want to 
contribute to the agreement.  
 
Written references from sympathetic landowners with similar terrain can be useful if agreement 
proves difficult.  The local Association Fixtures Secretary and national officials can also give 
advice and help - don't give up easily!  Aspects of the event which are likely to feature in 
discussions and in the agreement include: 
 
 - acceptance of the British Orienteering Insurance policy (copies obtainable from British 

Orienteering); 
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 - policy on dogs: see British Orienteering statement on dogs but dog-owners regard their 

pets as part of the family and so every effort should be made to have dogs on leads at 
least allowed in assembly areas, and if this is not possible it must be stated on the entry 
form and in the final details; 

 
 - any out-of-bounds areas, and how they are to be identified to competitors; 
 
 - siting of assembly, start and finish areas and access routes to them; 
 
 - provision and siting of toilet facilities; 
 
 - agreement that vendors will be allowed: however the local community may be interested 

in selling food and drink and this makes for good local relations, and there must be no 
conflict with any facilities already on the owner's land; 

 
 - competitor flows in the terrain; car parking and traffic flows in local lanes. 
 
Landowners should be reminded of the forthcoming event from time to time through personal 
contact giving updates on arrangements.  It may be useful to provide details of the control sites 
to be used, in the hope that they will be left undisturbed.  Check after the event that all was well 
and deal promptly with problems.  Remember acknowledgements in programmes and results, 
and thank-you letters.  Private landowners prefer payment in cash.  It is very important to work 
hard to keep on good terms with your landowners!  Car parking in farmers fields can usually be 
negotiated and often the income derived is donated to a local charity of the farmers designation. 
 
The Police should be consulted about traffic matters, routing and access at an early stage in the 
event preparations – however reactions vary and organisers may find themselves carrying out 
arrangements themselves.  Strictly speaking the Police should coordinate Search and Rescue 
initiatives but the usual reaction is to leave it to the Organisers who therefore have to gear up to 
that possibility. 
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2. REGISTERING THE EVENT 
An application to stage a National Event has to be sent to the Chairman of the Major Events 
Panel over two years prior to the event; the Co-ordinator has to be satisfied that the terrain and 
facilities will be up to the minimum standard required and he or a nominated Grade 1 Controller 
may arrange to visit the area to assess the standard.  If this is agreed and the proposed date is 
suitable, the event will be listed in the Fixtures Calendar as part of the year's National Event 
programme.   
 
JKs and BOCs are allocated to Associations at least four years in advance. 
  
Each day of the event should be registered with British Orienteering (via the Association Fixtures 
Secretary) as soon as land permission and major officials have been confirmed.  This ensures 
that the event is covered by the British Orienteering insurance policy which includes third party 
cover for mappers.  The event will not appear in the British Orienteering fixture lists until it has 
been registered. The usual “ER” forms are used.    
 
As soon as mapping and other preparations begin, a suitably-qualified Controller and Mapping 
Adviser must be appointed from (normally) outside the organising Association, along with the 
appointment of the Chief Organiser and the Planner(s).  All main officials have to be approved by 
the British Orienteering Events Committee; the Mapping Adviser is normally appointed by the 
British Orienteering Map Group. For the JK and British Events the Chairman of the Major Events 
Panel should be consulted before any Controller is proposed.  For National events such 
consultation should be with the Association's representative on Events Committee. 
 
For JK and BOC events (including the British Night Championships), regular updates on 
preparations for the event must be submitted to the British Orienteering Events Committee via 
the organising Association's representative on that committee.  Any changes to National Event 
plans as stated on the application for the event must be notified to the Chairman of Major Events 
Panel. 
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3. EVENT OFFICIALS 
The composition and size of the organising team depends on the nature of the event. Possible 
appointments are listed for multi-day major event; 
 

The key roles are: 
 

 Co-ordinator 
 Day Organiser(s) - one for each day 
 Planner(s) - usually at least one for each day, a backup assistant is prudent 
 Controllers and Assistant Controllers 
 Chief Mapper(s) and Mapping Adviser 
 Treasurer 
 Entries Secretary  
 Equipment Officer 
 Press & Publicity Officer 
 Programme Compiler – may also produce the results to be printed 
 Event Centre Manager 
 Computer Manager 
 Socials and Entertainments Organiser 
 Safety Officer 
 Accommodation/Tourism Officer 
 Web master 
 Prize giving coordinator 
 Printing coordinator (map, bibs, programmes, etc) 
 Traders’ coordinator 
 VIP liaison and chaperone 
 

All should be appointed although some may wear two hats and should meet together at an early 
stage in the preparation for the event.  Normally the composition of the team will be ratified by 
the Association or Club Committee and will then operate independently and the frequency of 
meetings will reflect the style of the Co-ordinator.  However, the Association or Club Committee, 
and British Orienteering where sponsorship and the British Orienteering Rules and Guidelines 
are concerned, may wish to advise or even insist on certain aspects of policy and practice, 
particularly those of a financial nature and where a sponsor or other external interests are 
involved.   
  

Separate Site Managers are also useful as circumstances dictate, and some events appoint a 
Meetings Secretary.  Where external services are to be used, such as a computer service or a 
commentator, these people should be approached at an early stage.  The next stage of job 
appointments usually covers Team Leaders for Start(s), Finish, Results, Car parking, etc. 
 

The Coordinator (often the Organiser in a single-day event) has an overall executive role which 
includes taking a complete overview of the preparations and taking initiatives when appropriate 
without, necessarily, consulting the full organising team.  He will normally be the main liaison with 
the Association or club committee, will call and chair meetings and will ensure that all necessary 
information is circulated to helpers.  A reporting procedure back to the host Association/Club is 
expected from the Coordinator.  He is ultimately responsible for ensuring that British 
Orienteering Rules are observed and Guidelines adhered to, and is responsible for ensuring 
consistency in style (e.g. control site configuration, Start procedure) between the days at a multi-
day event. Very often, he will be the main link between the event and key landowners, NE, 
sponsors and other VIPs and the Police.  He should not have any specific tasks on the race 
day(s), but should have a couple of people available to give extra help in any area found to need 
it, and will take charge in any crisis which is beyond the role of any working team (e.g. competitor 
reported injured in the forest; animals escaped from field; angry member of the public).  Also be 
prepared for more serious injuries or fatalities in the forest (see Appendix 8).  
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4. EVENT FINANCES 
Sample Cost Centre headings for a budget for a major event are given in Appendix 1.  Costs 
under each heading vary so much from event to event that clear guidance is difficult, but a few 
suggestions and prompts about financial policy can be given: 
 

·  open a separate bank account for the event, this will take longer than you think, if 
the event is of a recurring nature leave the year out of the title and consider the 
location of the account (branch) so that there may be only a change of officer to be 
made each year or so; (Roger – as you know, we are about to propose that all 
finances for BOF events should be handled through BOF’s bank account) 

·  plan your budget early, costing each expenditure item as accurately as possible, so 
that event fees are set at a realistic level; 

·  consider applying to your regional Sports Council for a mapping grant; it is called a 
facilities grant and is usually only obtainable for major mapping projects; )I don’t 
know whether this is still a reasonable proposition) 

·  consider seeking local sponsorship and selling advertising space on the map - but 
don't under-estimate the amount of work involved!  On the whole, sponsorship 
income should be used to enhance event facilities rather than to lower entry fees; 
(here, I think coming up with potential local sponsorship is important, but 
acceptance and management of it shuld rest with BOF’s marketing manager) 

·  an early decision should be made on which officials should be enabled to claim 
expenses, at British Orienteering rates; (I don’t understand this – why would we 
have officials who can’t claim expenses) 

·  event budgets should be set to break even, based on a conservative  estimate of 
the entry numbers and including a sum for contingencies; past event attendances 
are available from British Orienteering to identify trends over time as well as location 
in the British Isles; (this is nonsense – BOF events should always be budgeted to 
make a surplus – this is what is shared between BOF and the subcontacted 
association/club) 

·  all entry forms should carry a statement that part or all of entry fees will be retained 
to cover irrecoverable costs if the event has to be cancelled or postponed for any 
reason. 

 
The Treasurer of a British Orienteering event may apply to the British Orienteering Treasurer for 
a bridging loan to cover expenditure incurred before entry income arrives. (this will be 
superseded by the suggestion that BOF events finances are dealt with through BOF’s bank 
accounts) 
 
It has become customary to set three entry fee levels - early, standard and late. The last date for 
receipt of standard-rate entries should be set as late as is organisationally sensible, preferably 
no earlier than four weeks before the event. Note that the last closing date must be set after 
consulting the Planners, who need to consider carefully how it impacts on the map printing 
timetable. 
 
The entry fee should be reduced if sets of results are ordered and charged for separately or as 
results are now available so easily over the internet that a separate charge may be made on the 
entry form for a paper copy.  Overall it is not good practice to try to collect separate small sums 
for, e.g. car parking, social events, during the event; income to cover these expenditures should 
be incorporated in the entry fees and therefore collected at the time of entry. 
 
If the St. John Ambulance Brigade or Red Cross attend or supply an ambulance, a fee is 
normally payable based on 4hr time bands.  You will be required to complete a Risk Assessment 
for their services; this is not the same as the British Orienteering Risk Assessment. (I can’t think 
why this is included under finance – is there a section for risk/safety etc?) 
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After the event it is good practice to try to close the accounts within three months of the event. 
The main difficulty appears to be to persuade some suppliers of services to send their invoices!  
While it is not mandatory some Organisers do publish their event accounts to satisfy the curious. 
 
Insurance cover will be required for equipment and materials used at the event; see sub-section 
7. 
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5. FINANCING OF 'BRITISH ORIENTEERING' EVENTS 
 
5.1 INTRODUCTION 
 5.1.1 Certain events are, or can be, treated as a British Orienteering event rather than an 

event organised by the host club/Association. 
 
  This applies to the following events: 

   British Individual & Relay Championships (“BOC / BRC”) 
   JK Training / Individual / Relay ("JK") 
   British Night Championships ("BNC") 
   Harvester Trophy (“HT”) 
   British Schools Championships ("BSC") 
   Other major events (World Cup, VWC, etc.) 
 
 5.1.2 The standard financial arrangement for a British Orienteering event is that no British 

Orienteering or Association levy is payable, but the eventual profit/loss is split 2/3rds to 
British Orienteering and 1/3rd to the organising association.  The rest of Section 5 
deals with the requirements for such an arrangement. 

 
 5.1.3 The host Association has the option to finance the event totally within the region, when 

the standard British Orienteering levy is payable.  Note that there is no upper limit to 
the levy for BOC and the JK.  Also, on the latter event in particular, turnover may be 
sufficient to require registration for VAT. 

 
 5.1.4 For smaller events it may be felt that the simplicity of the levy option outweighs the 

benefits and administrative requirements of the alternative. 
 
5.2 BENEFITS 
 5.2.1 A potentially significant financial risk is removed from the organising Association. 
 
 5.2.2 British Orienteering will meet advance costs incurred prior to receipt of entry fees, and 

account for this as a loan to the event.  Such loans will usually be interest free. 
 
 5.2.3 British Orienteering is VAT registered, so VAT may be recoverable on a proportion of 

the outgoings, thus increasing the overall profit.  The precise position will depend on 
British Orienteering’s overall VAT accounts for the VAT year. 

 
5.3 REQUIREMENTS 
 5.3.1 The event budget should ideally be approved by the Hon. Treasurer. In particular, 

budget approval is required before any advance will be made. 
 
 5.3.2 Proper invoices, complete with VAT details, are required for all expenditure.  For 

advance expenditure British Orienteering would normally expect an application from 
the event organiser/treasurer.  Proper records need to be kept.  Final accounts must 
be drawn up as soon as possible after the event and submitted to the National Office. 
 

 5.3.3 If any invoices need to be issued (for example to traders) these should be official 
British Orienteering invoices (i.e. with British Orienteering VAT Number) and need to 
include VAT if applicable. Invoices are available from the National Office, and copies 
must be returned to the Office as soon as possible in order for the VAT to be paid to 
HM Customs & Excise. 
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5.4 ADMINISTRATION 
 5.4.1 A suitably competent individual should be appointed as event treasurer. For smaller 

events (e.g. BNC, BSC, HT) this may be the event organiser.  
 
 5.4.2 The event budget should be sent to the Hon. Treasurer.  Approval is not necessarily a 

formality, particularly if anything controversial is proposed, when reference may have 
to be made to Council.  A draft budget should be submitted as early as possible, and 
certainly well in advance of significant expenditure on surveys/accommodation etc. 

  Ideally, a first draft for BOC and JK would be presented about 3 years before the event 
– although significant inflation or cost increases may accrue over such a lead in 
period. 

 
 5.4.3 Accounts from the same event in earlier years may be very helpful.  Copies are 

available from the British Orienteering Office or possibly direct from organisers. 
 
 5.4.4 Once approval has been given there are no formal reporting requirements, although 

any problems, including a significant reduction in the expected profit, should be 
discussed with the Hon. Treasurer at as early a stage as possible. 

 
 5.4.5 For the smaller events organised on this basis, if the Association delegates the 

organisation to an individual club, then it needs to negotiate an appropriate split of the 
Association's share of the profit. 

 
 5.4.6 As indicated above, the Association runs the risk of 1/3 of any loss.  If the organisers 

have acted prudently, and the budget has already been approved, but the event then 
makes a loss for some reason beyond the organiser’s control, then British 
Orienteering may consider meeting the whole of the loss.  The most likely reason 
would arise from irrecoverable loss of land permission after significant expenditure on 
mapping.  It is important that, unless impossible, written agreement for land access 
should be obtained. 

 
5.5 BUDGET 
 5.5.1 Although Major Event surpluses may be regarded as a 'windfall' by Associations, they 

are a regular and anticipated part of British Orienteering’s income for the year.  Thus, 
particularly for the larger events such as BOC and JK, there will be an expected target 
profit, based on the Federation's Forward Plan.  The Hon. Treasurer will be able to 
give appropriate figures for each event.  

 
 5.5.2 In assessing the adequacy of the forecast profit, account may be taken of the levy 

income that would otherwise be payable if it was not a British Orienteering event, and 
of any British Orienteering funding requirements. 

 
 5.5.3 Budgets may be presented using monetary values of the year of preparation.  In which 

case, an appropriate allowance needs to be made for revised costs when setting final 
entry fees. Any forecast for inflation should be agreed with the Hon. Treasurer. 

 
 5.5.4 It should be made clear what position has been taken in respect of VAT, i.e. either net 

expenditure, or gross expenditure and an item of income under "VAT recoverable".  
Bear in mind that not all expenditure will be standard rated.  In particular, printed maps 
are currently zero-rated, and it may be possible to save VAT on the survey by having 
the printer invoice the surveyor. 

 
 5.5.5 Proposals for "paid" officials will be carefully scrutinised and are unlikely to be 

accepted although there are always exceptions.  One such exception to this “rule” is 
for mapping.  Any services that are obtained on the basis of more than just expenses 
should be on a competitive basis against standard contract conditions and a 
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specification; i.e. more than one quotation should be obtained and the lowest accepted 
subject to a satisfactory quality threshold. 

 
 5.5.6  It is not expected that events will incur significant capital expenditure, e.g. on control 

flags.  Obviously allowances for replacement of damaged equipment can be made.  If, 
exceptionally, such expenditure is required then it may be necessary to consider the 
resale value of the equipment after the event.  (British Orienteering owns a certain 
amount of equipment which may be used – national flags, banners, etc). 

 
 5.5.7 Insurance should be arranged directly through the British Orienteering insurer or via 

the British Orienteering Office to cover major equipment, whether bought or hired. 
 
 5.5.8 Car travel costs should not exceed the British Orienteering rate, current at the time of 

the event. 
 
 5.5.9 The events should only pay personal accommodation costs where it is necessary to 

avoid excessive mileages (normally only applicable to Controllers).  Bed & Breakfast 
type accommodation should be used. 
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6 SPECIFIC EVENTS 
 6.1 JK:  A Giro Bank account may be useful for receipt of entry fees from overseas 

competitors. 

 6.2 BSC: This event is not currently expected to make a profit, although it is now 
considered sufficiently mature not to make a loss. 

 6.3 BNC: It should not be expected to cover the costs of a new map from this event alone.  
If one is necessary then only a proportion of the costs should be charged to the event.  
British Orienteering may consider a loan to cover the balance of the costs prior to a 
subsequent event being held. 

  

 Queries on any aspect of the above should be raised with the Honorary Treasurer. 
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7   INSURANCE.  
 
7.1 Liability Insurance 

 All events registered with British Orienteering are covered by the Federations liability 
insurance.  This provides cover in the event of any claim being made in connection with the 
event, including damage to premises or property, injuries to competitors or spectators, 
negligence, etc.  It covers all activities associated with the event and not just the competition 
itself, including social activities, the event centre and campsite, if any, and so on, provided 
those activities are not criminal or significantly more dangerous than Orienteering itself.  If 
you have any queries about the cover provided please contact the National Office in the first 
instance. 
 
Please note, however, that this policy provides liability cover only.  That is, it protects British 
Orienteering, associations, clubs, event officials, competitors, members etc. in the event of a 
claim for damages or negligence being made against them.  It does not cover every aspect 
of an event for which you may want insurance cover.  Other types of insurance are 
discussed in what follows. 
 
Note too that this cover is provided for British Orienteering, its clubs and its members, not 
for anyone else who might be connected with the event.  If, for example, a claim arose 
against the owner of a campsite because of something happening during the event, this 
would not be covered, because it is not a claim against us.  But if the claim was against us 
because of something we had done, or not done, including a claim by the owner of the 
campsite, that would be covered.  Our liability insurance covers our liability, if any. 

 
7.2 Equipment 

 Liability insurance does not cover loss or theft of or damage to equipment, including tents, 
computers, etc. (unless this can be shown to be due to the acts or omissions of someone 
connected with the event, in which case a claim would arise).  Storm damage, for example, 
will not be covered.  Equipment used at an event will normally be covered by property 
insurance taken out by the person or club to whom it belongs, but it is as well to check that 
this is the case, especially for valuable items.  Items which are hired for the event, e.g. 
portable toilets, are also likely to be insured by the firm or person hiring them.  If insurance is 
needed for particular items during an event the National Office may be able to advise. 

 
7.3 Vehicles 

 Vehicles, similarly, ought to be insured by those owning or leasing them (if not, they are 
breaking the law!).  British Orienteering’s liability insurance also covers any liability arising in 
connection with the event from vehicles not owned by or provided by those organising the 
event. 

 
7.4 Cancellation, Financial Loss, Theft and Misappr opriation of Funds 

 These are not covered.  Insurance can be obtained for these, as for most things, but is likely 
to be expensive and almost certainly not worth the cost.  You are much better advised to 
take the necessary steps to ensure that these things do not happen! 

 

7.5 Traders 

 Traders and other commercial activities are not covered by British Orienteering’s liability 
insurance.  That is, they will need their own cover to protect them in the event of a claim 
being made against them.  But if a claim is made against British Orienteering, its clubs, 
members, etc. either by a trader or because of a situation involving a trader that will be 
covered by British Orienteering’s liability insurance. 
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7.6 Trophies 
 All British Orienteering trophies are covered by a separate all-risks policy, and do not need 

to be insured when they are returned before an event.  They do however need to be 
protected against loss, damage or theft, and should not be left on unlocked premises or 
unattended during the event.  Some of them are surprisingly valuable! 
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8. TRAFFIC 
This is nearly always a major headache. Basic principles:  
 

     - keep routes on single-track roads to a minimum, and where this is essential, have a 
radio link between one end and the other; 

 -     make special, separate arrangements for coaches & campervans; 
 -     car park gateways have to be wide enough for vehicles to be able to travel through 

easily; 
 -     two or more car park entrances, used simultaneously, are almost essential to avoid 

queuing, if there are more than 2000 competitors; 
 -     try to avoid stopping cars on their way to their parking place; 
 -    keep pedestrian flows (to Start, toilets, etc) away from traffic flows; 
 -     have plenty of marshals, wearing distinctive clothing; 
 -     consult or inform the local Police.  
 

The Traffic Signs Regulations and General Directions 2002, Section 6, sub-section 53 covers 
regulations as to size, colour etc. of temporary signs to sports meetings etc. "attracting a 
considerable volume of traffic"..  It is important that signposting is clear - especially the direction 
of the arrow - and that there is a sign in advance of each road junction as well as at the junction 
itself.  As these matters are safety related it is unlikely that anyone will give a definitive answer 
but it is thought that Highway Authorities might recommend the following advance distances   
 

 Dual carriageway    750 ft or 225 m 
 Major highway    500 ft or 150 m 
 Other main roads    250 ft or 75 m 
 Urban and unclassified roads  150 ft or 50 m 
 

Distances may be reduced on uphill gradients and where a minor intersection before the main 
junction might cause confusion.  Signs should be between 3 and 5 feet above ground, higher in 
urban areas, and only on the left. 
 

The local Police may be prepared to help with traffic control; event organisers have no (legal) 
authority to control traffic on public roads.  A charge may be made from your local Constabulary.  
Traffic control is particularly important if the exit from the car park is 'blind' and for competitor 
road crossings.  In some instances temporary, manually controlled, traffic signals have been 
used to good effect (the provider will arrange authorisation) – again at a cost to the event. 
 

Assume 2-3 competitors per car on average. 110 cars can be parked tidily in an area 50 m x 50 
m.  It is more pleasant for competitors if cars, campervans and minibuses are parked in separate 
areas, and also have special areas for Press and VIPs.  Have safety and adverse gradients in 
mind when planning the parking layout.  In particular, try to avoid pedestrians en route to the 
start having to use the same gateway as cars entering; it is preferable to build a stile. 
 

Specially-laid hard core, metal roadways, rubber matting and even straw all help to keep 
entrances useable.  Spare bales of straw are always handy!  Linear parking on roads or forest 
tracks is not popular with competitors and has a low safety factor, but if unavoidable, allow 6m 
per car or 3.5m if parking can be at an angle, and consider providing priority parking places for 
families with very young children.  The alternative of bussing should always be considered 
although at a significant cost to the event. 
 

The 2005 BOC successfully used a local taxi operator to collect competitors from Newquay 
Airport (for people using low cost air carriers) to the event centre and return them after the 
competition.  This encouraged more competitors to attend, attracted business to the local area 
and was a sustainable use of transport. 
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9.  EVENT LAYOUT 
Usually the Organiser and Planner(s) will together determine the sites of the Start(s) and Finish 
in relation to the assembly area and car park(s). The closer together all of these are, the easier 
the organisation and the happier the competitors, as long as the terrain is being used effectively. 
If possible, the Finish should be within the assembly area - and some long walks to Starts do 
seem quite unwarranted! 
 
The time needed to walk to the Start(s) has to be in Final Details and on display at on-the-day 
Registration. Do the walk at a steady pace, and unless the Start is within 10 minutes walk, add 5 
minutes for pre-Start and then another 5 minutes, and more if the route is narrow and/or steep - 
and display the resulting time.  Make it very clear if the route is long, steep or difficult – quote the 
distance and climb as well.  This should enable everyone to be there in time! The time needed 
from the furthest car parking point to the assembly area should also be given in the Final Details. 
 
Organisers often have to make best use of the only assembly area available, whatever its size 
and shape. At all costs, avoid pedestrian flows (e.g. to Starts, toilets, Results Display) crossing 
traffic flows. A good view of the Finish, with plenty of space for spectators and club tents, should 
be a priority.  The following points should be remembered: 
 
 - a long run-in, on a curve or loop, is good value for spectators; 
 

- the final run across the Finish line should ideally be slightly uphill; 
 

- is more than one Finish necessary? Two are preferable for events with more than 
2000 competitors unless the Start times are well spread out; 

 
- if control cards are used a long loop for control card collection is desirable, with 

marshals to ensure that competitors stay in order until their control card is 
collected; 

 
- electronic punching systems download “offices” usually have multiple download 

stations with a marshal acting as a queue controller 
 
- separate tapes or barrier fencing should hold back spectators, behind the run-in 

tapes; 
 

- it is best to have plenty of promenading space between club tents and the run-in: 
the area for club tents should be clearly staked out; 

 
-     the layout should be such as to discourage spectators from crossing the run-in(s); 

 
 -     either have plenty of rubbish bags on stakes around the area, or have none and 

ask competitors to take their litter home – if you adopt the former strategy have a 
plan to get rid of the rubbish – you might have a van full. 

 
A detailed layout plan should be discussed with the Controller, whose previous experience is 
often useful.  When agreed, a full equipment list can be made out by the Equipment Officer. 
 
Clear and frequent signposts are a 'must'.  A central pole with directions to everywhere is useful.  
Be particularly thorough with signs and tags on routes to Starts.  Signs must be hung high if 
people or vehicles could obscure them. 
 
Vehicles should be kept out of the main assembly areas, except for the Press and VIP's who 
should be able to park adjacent to their meeting place.  A sample assembly area layout is shown 
in Appendix 2. 



 19 

10.  EVENT FACILITIES - those with special aspects for major events. 
Refreshments service for helpers: works wonders for morale!  Refreshment points in the forest: 
necessary for all longer courses at summer events and whenever there is a chance (or 
danger??) of hot weather.  They need careful organisation, especially if vehicle access is 
difficult.  They should be discussed with the planners at an early stage and final location(s) 
agreed with the Controller.  Only water need be provided.  Where small numbers of competitors 
pass through, the site need not be continuously manned, but checks are needed that the amount 
of water on site is enough for everyone.  Several litter bags should be provided, at the site and at 
strategic points on the route(s) away from it.  Usually several discarded cups will be found 
nearby.   
 
Enquiries: position in the assembly area beside the route from the car park.  Needs to have 
spare control cards if these are used.  It is the place where entries on the day, underpayments 
collected or refunds may be made or e-cards collected if pre-booked on the entry form. The 
person in charge should be able to answer every conceivable question! So think about and 
prepare your FAQs well before the day of the event.  This can also be the focus for collecting 
trophies; for enabling competitors to complain about the course;  for making drinks and snacks 
for all the officials; for selling maps after the event and other mementoes; for storing spare 
equipment.  The Organiser and Controller should call in from time to time – it would also be 
useful for this team to have radio contact with senior officials.  See sub-section B2. 
 
Results Queries:  a place for querying a disqualification or results discrepancy should be sited at 
or near the results tent; it should not be a role for the Enquiries point unless this is suitably sited. 
 
First Aid & search/rescue teams:  the former essential (usually St. John or Red Cross), the latter 
advisable but it depends upon the nature of the area. The former are often keen to depart, so 
ensure they are booked for long enough. Whatever, a First Aid rucksack (or a Gregson Pack), 
KISU and a stretcher must be available for immediate use, and the event Safety Officer should 
ensure that a competent person is available to use these at all times.  A site close to the Finish is 
best, but rescue teams with radios may prefer to have some members based elsewhere.  The 
locations of the nearest available doctor and the nearest hospital Casualty Department must be 
known by the Safety Officer and Enquiries.  The Safety Officer might have prepared a specific 
Safety Plan for the event – this will have also included aspects of the event Risk Assessment. 
 
Toilets: needed in or close to the assembly area, plus a few near Starts which are more than 5 
minutes walk away, and one for Press/VIP's/helpers.  Portaloos are generally available for hire 
all over the country but there are a couple of points to note.  Make sure there is a mix of 
standard cubicles and a urinal facility – queue lengths will be reduced if urinals are used.  Siting 
of the toilets will have regard to the access by contractors transport as well as the stability of the 
freestanding units if strong winds are expected.  Consider too the arrangement of the layout and 
where the (long) queue will develop – does it cross other logical people flows in the assembly 
area.  Provision by a specialist firm is the usual arrangement and particular companies might 
have a monopoly in your area but competitive quotations may be possible.  Check that a 
supervisor will be on site (especially if running water/flushing is involved) and that the price 
includes loo rolls.  At a very large event, servicing during the event will be necessary – again the 
company will advise the number of units required for your predicted entry – and the need for 
servicing.  If running an event over a Bank Holiday check with your contractor that you can get 
him or his representative on a mobile phone for a prompt response to your problem – note this 
may include the weekend when time changes from Greenwich Mean Time to BST and vice 
versa. 
 
Check with your contractor but as a rule of thumb 25-30 units are needed if 25 or more courses 
have starts at minute intervals.  Under normal conditions, a roll of paper is said to cater for 40 
visits per unit but some units are provided with mega-rolls.  As a safeguard – have some ready 
cash handy and know where your nearest supermarket is located and its hours of trading! 
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Clothing reclaim: the most difficult task to estimate manpower for, as usage depends so much 
on the weather.  Best with a separate bag per competitor, marked with name and start time and 
returned to a site in the assembly area taped out in half-hour blocks.  The hardest task is 
transport, and delays through shortage of vehicles and manpower for this have been common in 
the past.  Overall organisation of this is a good task for a university or strong school club.  
Consider manning the reclaim area at all times. 
 
Map collection and reclaim: a contentious issue.  For individual events the trend seems to be that 
competitors retain their map but with the injunction that competitors should not share the sight of 
their map with another competitor who has not yet run.  For Relay events map collection is 
common practice although some competitors will always try to get away without leaving their 
map, so when collection is deemed necessary, careful supervision is required. Collection in 
polythene bags strung on lines - 1 per small, 2 per large club - is best. Have a pre-notified 
reclaim time. 
 
Crèche:  a much appreciated facility although not common in recent years. Must be well 
protected, secure and warm and with its own toilet.  Best practice is to have a qualified child-
minder in charge; since its organisation is covered by the Children and Young Persons Act. The 
closing date for booking a child into the crèche should be clear on the entry form and final 
details.  Crèche information is best collected by the Entries Secretary, who should supply a list of 
parents' start times to the crèche organiser.  The crèche needs to open 20 minutes before the 
first starter needs to leave to walk to the furthest start, and to remain open until 2 hours after the 
last start time.  It should be made clear that leaving children at the crèche for the whole day is 
not acceptable. 
 
Drinks at the Finish: bottled water is appreciated but relatively expensive and can create a large 
'litter volume'.  Large quantities of bottled water are heavy although can be delivered to your 
exact location by your local supplier (cash & Carry or even main brand supermarket.  Attempts to 
allow recycling facilities are commendable although UK culture has not reached the same levels 
of commitments as Scandinavia for example.  Drinks should not be carbonated. 
 
Traders: best practice is, as Organiser, to control your assembly area by staking out the 
locations for your tents, competitors tents and traders.  Traders have been known to arrive 
ridiculously early to grab the best spot; they will set up in business where you do not want them, 
i.e. in their perception of the best spot.  All traders should have sought permission and agreed a 
trading fee in advance of the event.   
 
Sponsors and the Press: see section 13 and the JK/BOC section. 
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11.  ENTRIES, START LISTS AND FINAL DETAILS/PROGRAM ME  
(see also Appendix 5) 
 
Planning the schedule for advertising and for circulating the entry form should be done a year 
ahead of the event date.  This enables deadlines for decisions on entry fees etc. to be decided.  
 

The entry form itself should be of Standard Entry Form (SEF) format, and detachable without the 
entrant losing interesting information printed on the back.  Entrants should be asked to use 
forenames. 
 

The entry form details must include a note on whether or not dogs may be taken to the event 
and under what restrictions.  If the terrain is unusually rough or steep or exposed, or if large 
vehicles cannot get to the main parking area, or there are long walks from car parking to 
assembly and/or to the Starts, then these points should be made clear. It is necessary to include 
statements that "In the event of postponement, curtailment or cancellation, the organisers 
reserve the right to withhold all or part of the entry fees to cover committed costs", for data 
protection reasons “competitors information will beheld on computer for reasons of event 
administration” and that "Competitors take part in this event at their own risk". See also Appendix 
5. 
 

Where elite courses are offered, the entry details should include clear guidelines on eligibility 
and the information to be supplied by prospective entrants.   
 

The last date for all pre-entries, or entries at different fee levels, should be announced as 
"postmarked dd/mm/yy".  If entries are sent later with the pre-entry fee, control cards are best 
held at Enquiries (or alternative “hold” mechanism) where the fee difference can be paid. It is 
better to accept entries which are late rather than return them.  Some events prefer to use a PO 
Box No. or web entry service rather than a private address. 
 

9"x6" (C5) rather than 9"x4" envelopes should be requested for entries, wherever possible, for 
final details and results. Use of competitor addressed labels is only time effective if those labels 
are self adhesive.  However, the use of envelopes may be offered as an option only if final 
instructions and results will be available on the event web site. 
 

Start Lists are usually created by a computer program and this should enable those entered on 
the same entry form to have similar start times in the early, middle or late section of the start 
range.  See British Orienteering Guidelines.  It should cater also for split start times where 
requested.  It is essential that the resulting lists for all classes are examined and adjusted to 
ensure that top competitors do not start adjacent to each other; this adjustment can prove 
difficult when, as can happen, all the top competitors in a class request late start times.  The 
rankings lists and people with knowledge of junior form should be used.   
 

In multi-day events a new program-run for the other day(s), rather than having the same 
competitor sequence in different time bands, is preferred by entrants.  Start lists should be 
displayed prominently near Enquiries and at the Starts. 
 

Final details or an event programme should be posted at least 8 days prior to the event and 
preferably earlier, especially if the event is in or immediately follows a holiday period.   
 

A telephone number for entry and other queries should be given.  If there is any risk of 
postponement due to bad weather, telephone numbers and the times they will be manned must 
be stated (and if a decision is made before 1700 hrs on the previous Friday, British Orienteering 
or Association answerphone should also be used). Information given on the entry form should 
also be included in the final details.  Travel details should be explicit, and competitors should be 
warned of any potential traffic hot spots, planned road-works or other potential delays.   
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12. CANCELLATION 
Large risks are taken with some of our event planning, especially with early-in-the-year national 
events and the JK.  Competitor safety MUST come above all else, and it is the Controller's 
responsibility to decide whether or not an event can go ahead, in full consultation with the 
Organiser and Planner.  Under certain extreme circumstances, cancellation or abandonment 
may be necessary when competitors are already at the site - for instance if a heavy snowfall 
accompanied by strong winds sets in, and the competition area is exposed. Even in summer, a 
car park can become flooded in a remarkably short time, so contingency plans should be made 
well in advance for all eventualities: 
 

- negotiate for alternative hard-standing car parking with bussing or a lifts 
arrangement for drivers; 

 
 - if start times have to be put back because of bad road conditions or parking 

problems, consider the ways this will be notified to competitors who may be at the 
site or still on their way; 

 
 -  try to plan courses in a way that they can be readily shortened. 
 
Telephone numbers for information need to be included in final details, and manned continuously 
the day and evening before the event if there are any doubts that the event will proceed. The 
most effective method is to publish on relevant web sites (event, British Orienteering, Association 
or club). The British Orienteering Answerphone may also be used if any information is available 
by 1700 hrs on Friday. As soon as a decision to cancel is made, contact key people in other 
clubs, neighbouring Associations, local radio stations etc. to spread the word - and of course 
contact all your helpers. 
 
If it is clear in the days ahead of the event that the conditions are such that, even if the area is 
accessible, the quality of the competition will be severely affected, consider whether it is better to 
postpone. Try to get a new date, by consulting the Association Fixtures Secretary, as quickly as 
possible so that this can be announced at the same time. The aforementioned websites should 
be used to inform competitors of the postponement and the new date. 
 
Even when all this is done, remember that some people would have come for entry-on-the-day 
courses; have at least a notice and preferably a person at the car park or access road on the 
day.  
 
Inevitably some competitors will be unable to come on the new date. Where this is notified in 
writing, refund of entry fees is appropriate less an amount to cover committed costs (see section 
10, Entry Forms). A chance can be given for more people to enter if the delay is more than a 
couple of weeks. 
 
Finally, it should be borne in mind that postponement or cancellation has been known to occur 
for several reasons other than bad weather: foot and mouth disease, gale damage to the forest, 
sale of the land, inadequate negotiations with landowners or other interested parties, fire risk in 
very dry conditions, and also the fact that the map simply wasn't ready in time or the course 
planning etc. hadn't been completed; however these latter issues should be in the hands of the 
organisers and therefore are controllable. 
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13.  PUBLICITY, MEDIA AND SPONSORSHIP 
Organisers should refer to the British Orienteering website for the absolute latest information 
(web links below) although they have been reproduced in full here. 
 

www.britishorienteering.org.uk/downloads/documents/2007PressandMediaatMajorEvents.pdf 
www.britishorienteering.org.uk/downloads/documents/2007SponsorshipGuidelines.pdf 

 
The press and media is a key element in promoting and selling the sport of orienteering. It is 
hard to guarantee coverage in national papers so websites and local papers are a vital source to 
spread knowledge and increase awareness of our sport. All clubs/Major Events need to have a 
press officer to deal with the local press.  The local press respond to local people! 
 
 WHY WE NEED THE PRESS/MEDIA 

·  Raise public awareness of the sport 
·  Show the public what the sport is really about 
·  Attract new members to the sport and the local clubs 
·  Reach people who may not know about orienteering  
·  Raise public awareness and local interest in the event 
·  Tell the local community what the event has brought to the local area 
·  Keep people informed of orienteering events and major achievements 
·  Raise the profile of the event and its sponsors 
·  To inform the public of where they can try orienteering 

 
WHERE TO START WHEN CONTACTING THE PRESS 

·  Compile a contact information database for the National, local and regional magazines. 
·  Establish the correct contact for orienteering within the publication 
·  Establish the deadline for editorial  
·  Find out when the newspaper is published 
·  Find out how they want press releases sending e.g. Email 

 
ESTABLISH A MEDIA STRATEGY 

·  Appoint a local press officer for the event.  This must be done in the early stages 
·  The Press Officer must be a good writer and confident at speaking/liaising with the press 
·  They must build a relationship with the relevant journalists so they need to make contact 

early 
 
They need to: 
·  Send the journalist general information about orienteering and invite them to an event 
·  Drip feed press releases about the event and the local club 
·  This way the orienteering stories build up to culminate with the major event 
·  Appoint a person to take responsibility for the journalist at the event 
·  If the journalist cannot attend, ensure a report is sent that evening ready for the next day 
·  All reports must be timely 
·  Always include your contact details 

 
STORIES OF MEDIA INTEREST 

·  Is the event area owned by a person of interest? 
·  Does the area have any special features? 
·  How many people will be coming to the local area (economy boost) 
·  Does any of your club members have a special story? 
·  Is the local school involved? 
·  Is there any elite orienteers attending? e.g. Jamie Stevenson 
·  Is a local company supporting this local event? 
·  Are you raising any money for charity? 
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·  Can the local community join the evening events? 
·  Is there a permanent orienteering course where the event is taking place? 
·  What has orienteering brought to the local community in the past? 
·  What are the health benefits of orienteering? 

 
TYPES OF PRESS COVERAGE 
NEWS:   About an actual event or something that has happened  
FEATURE:  A longer article generally about orienteering and can involve interviews                                     
PHOTO STORY:  An exciting/interesting picture with a report   
LISTING:   A diary of events 
REVIEW:   A reporter’s opinion of orienteering 
  
THE PRESS RELEASE 

·  Start with the heading Press Release  
·  Date the press release 
·  Have your logo/event name prominently in the top right corner so it is easy to identify 
·  Come up with a quirky interesting headline 
·  In the first paragraph remember who, what, where, when , keep it short and to the 

point.  
·  The second paragraph should go into more detail about the event and orienteering 
·  Include quotes to give the story a personal perspective and to emphasis points 
·  Grab the journalists attention in the first two paragraphs, they cut from the bottom up 
·  Any other information which is relevant and of interest should be included in paragraphs 

3 and 4  
·  Try to keep the press release to a single side 
·  Font type should be Arial at 11 or 12pt size 
·  Allow margins for editors to make comments 
·  Use short paragraphs to make it easy to read  
·  Limit the information to facts 
·  Close the press release by putting ENDS. 
·  Include your contact details and the clubs details. Try to include a daytime/evening 

number so you are not missing any opportunities. 
 
 
PHOTOGRAPHS  

·  Ask peoples permission to use photographs.  
·  You must have parental permission for children under 18 to comply with child protection.  

A parental permission form can be obtained from the National Office. 
·  Try to avoid rigid pictures; Orienteering is an adventure sport. A photograph for the press 

should capture the excitement of the sport.  
·  Try to allocate a member of the club to be in charge of photography capturing the 

excitement and fun with a picture. 
·  Always include a caption with each picture.  
·  Credit the Photographer 

 
FOLLOW UP TELEPHONE CALLS 
You need to follow up your press release with a telephone call if you want to achieve a significant 
story. The press and media may contact you when they receive your press release but it is very 
rare with the Nationals. 
 

·  Know your facts about the event; they are relying on you to inform them of the details. 
·  Condense the story into less than two minutes. 
·  Always state where you are from before asking if they have received your press release, 

they will receive loads of phone calls every day. 
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RECEIVING A MEDIA QUERY 
A media query is usually a request for a comment in conjunction with an event.  This is usually 
positive and is only finalising the details of the story but a media query is common if a negative 
situation has arisen. 
 

·  Assess what the journalist requires – can you answer the question? 
·  If you do not know the answer, explain you do not know the facts but you will get back to 

them in a specific space of time. 
·  Ensure you call them back even if it is just to say you are still making enquires.  
·  If the issue in question requires a statement from the National Office say you will get the 

relevant person to call them back. Inform the National Office ASAP with the details. 
·  Portray a positive message and persistently restate it, countering all the misconceptions 

the reporter might have. 
·  Do not say “No Comment”! 

 
DEALING WITH NEGATIVE MEDIA ATTENTION . 

·  Don’t panic. Remain calm and keep a sense of perspective. 
·  Brief colleagues on the situation  
·  Don’t forget to tell the national office staff – they are the first line of contact for journalists, 

so they need to know how to react and who to put calls through to. 
·  List the facts that you are prepared to release - share these with staff who need to know, 

so that it is clear what can and can’t be said. 
·  Keep the people involved informed, to stop unhelpful gossip and rumour. 
·  Prepare a press statement or news release to put forward your side of the story  
·  Always be positive  
·  Be aware of the tabloid press’s search for ‘an angle’, a twist to their story which could, in 

their terms, make it newsworthy, Be especially careful when answering questions which 
touch on topics which could be controversial 

·  If the questions appear controversial, ask the reporter what he or she is trying to achieve. 
Once you understand what angle the reporter is seeking you can then deal with it 
factually.  

·  If a journalist gets hold of a controversial story and contacts you, make a note of the 
questions and promise to get back to the reporter within 30 minutes. This will give you 
time to think about the response and who would be best to deal with it. You must get 
back to them in the agreed response time. 

 
INTERVIEW WITH THE MEDIA 

·  Interviews can take place face to face or by telephone or email. 
·  Choose a suitable person to be interviewed who is relevant and will be able to hold a 

good conversation and promote orienteering 
·  The person being interviewed should not contradict any of the aims/messages British 

Orienteering/the sport is try to achieve via the media 
·  Try to check what the reporter is going to ask so you are prepared 
·  Speak clearly 
·  Do not use jargon 
·  Be straight to the point – be factual but interesting 

 
PRESS CUTTINGS 
It is important to keep records of your press and media coverage for future reference and to 
show sponsors how successful your event has been. 
 
NATIONAL DAILY NEWSPAPERS 
It is difficult for a grass roots sport to obtain coverage in the national press, but it is by no means 
impossible. You are most likely to achieve coverage on the sports pages but other areas 
interested can include education, health, outdoor living and the children’s supplement.   
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GENERAL INTEREST PUBLICATIONS 
This can include women’s magazines, outdoor magazines, health magazines and men’s 
magazines.  
Magazines often have themes so it is worth while discussing with editors what their thoughts are 
about orienteering and finding a place where it would fit with their editorial calendar. The health 
benefits of orienteering and major achievements are of most interest. 
 
RADIO 
Orienteering has gained both national and local radio coverage in the past.  Elite athletes have 
been interviewed regarding their performance at major events.  You should approach Radio in 
the same way as you approach the press.  E.g. Build relationships.  
 
WEBSITES 
Ensure you keep the event website, the local club website and the British Orienteering Website 
updated.  You should also send press releases to orienteering related and sponsors websites.   
SPONSORSHIP FOR MAJOR EVENTS 
 
Sponsorship is great way of enhancing an Event.  It can bring kudos to the event and also 
increase the quality of the prizes offered and the look and feel of the event. Orienteering can 
offer sponsors a great opportunity to directly target a sector of the community that is active, 
healthy and general affluent. Sponsorship can be on a National and Local basis.  
 
Sponsors are people who donate cash or products in kind and are not just advertising in the 
programme. This should be made clear as mistakes have happened in the past where 
advertisers have been classed as a sponsor. 
 
Sponsorship contracts are usually dealt with at the National office or by the event organiser. If a 
major event is sourcing the sponsorship itself, the Marketing Manager is usually involved in 
producing the agreements to ensure the potential sponsors are suitable and that there is no 
conflict of interest.  
 
FINDING AND RESEARCHING SPONSORS 

·  Local Sponsorship – Work with the event organisers/local club to brainstorm potential 
sponsors in the area.  Companies in the local area may be particularly responsive to 
improving their public relations with the local community. 

·  A great deal can be learned through word of mouth from colleagues, members and 
associates. In the same way as many business deals are the result of initially informal 
contacts, many sponsorship packages follow person-to-person contact.  

 
GET TO KNOW THE RIGHT PEOPLE 

·  Save time and effort by finding out the relevant names and address details of the person 
responsible for sponsorship. 

·  When contacting a company it is important to treat the first point of contact as if they are 
the Managing Director of the company (as they may well be!) Do not burn bridges before 
you have started. 
 

COMPANIES TO APPROACH FOR SPONSORSHIP 
Identify businesses that would target Orienteers e.g. Outdoor, fitness, clothing, environmentally 
friendly, health food, energy drinks, banks etc 
 

·  Research into the local businesses in the area e.g. shops, attractions, leisure centres 
·  Research large National companies in the area. 
 

IMPORTANT: 
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You must be very careful to avoid competing companies sponsoring the same event. For 
example, two clothing mail order companies.  This is why all sponsors for Major Events must be 
agreed with the Marketing Manager. 
 
All companies sponsoring an orienteering event need to be ethical and have a good reputation: 
e.g. no tobacco or alcoholic beverage companies. 
 
 
 
BENEFITS OF SPONSORING ORIENTEERS: 
Orienteering attracts a wide range of age groups so the sport can attract a wide range of 
sponsors who have differing target age groups. British Orienteering has 11,000 members.  
 
What types of people participate in Orienteering? 

 
Age * 

 
 20 and under 22% 
 21 – 35          20% 
 36 – 50          37% 

 over 50          22% 

Gender * 
 

 Female   39% 
 Male       61% 

 
* based on British Orienteering membership database 2007 

 
Orienteering has a large cross over with other sports such as climbing, adventure racing, walking 
and mountain marathons.  In nature Orienteers are healthy, environmentally aware people. 
Orienteering is also popular with youth groups such as scouts, guides, adventure holiday 
companies such as PGL and YHA members. 
 
WHAT WILL A COMPANY GAIN FROM SPONSORING A MAJOR EV ENT 

·  It will raise the company profile at local, regional and national level 
·  It will raise the company profile to the orienteering community 
·  It will show existing and potential customers that the sponsor company cares about 

supporting sport  
·  It provides an opportunity for the sponsor to test out new products or brands with a 

specific target market. 
·  The sponsor can communicate with British Orienteering members through Focus 
·  The sponsor’s brand will be associated with British Orienteering  
·  The sponsor’s brand will be associated with an exciting adventure sport  
·  The sponsors will have an opportunity to exhibit their products at the event 
·  The sponsor can advertise throughout the event -  pre, during and post 
·  The sponsor will receive website coverage 
·  The sponsor can present the prizes and gain valuable press coverage. 
·  The sponsor will have the opportunity to market to orienteering clubs  

 
PROMOTING SPONSORS VIA ORIENTEERING EVENTS 
From the list below a tailor made proposal can be prepared.  It is advisable to prepare three 
proposals.  A basic, standard and premium package depending on the level of sponsorship 
agreed.  You can then negotiate a bespoke deal with the potential sponsor that falls within these 
guidelines.  A sponsor is usually offered in return for their goods/cash donation: 
 

·  Maps – Printed with sponsors logo  
·  Race numbers – Printed with sponsors logos 
·  Start/finish arena – Sponsor logo and banners around the podium and start/finish 

area 
·  Programme – Adverts and logos in the event programme  
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·  Event Website – Adverts and logos on the site 
·  British Orienteering Website - Adverts and logos on the site 
·  Focus Magazine – Large sponsors receive a free advert 
·  Trade Stand – Sponsor can promote/sell their products 
·  Prizes – Sponsors can donate their product as prizes 
·  Prizes – Opportunity to present the prizes – Good PR 
·  Commentary – Mention sponsors brands 
·  Event centre – Have sponsors marketing material on show 
·  Social area – Name an area after the sponsor 

 
REMEMBER – Do not over value or under value the sponsorship.  If a company is only donating 
£100 worth of goods they only deserve a brief mention in the programme and a logo on the 
website.  Alternatively a company donating several thousand pounds deserves all of the above 
and maybe more. 
 
IMPORTANT: 
Under no circumstances should a British Orienteering major event be named after a sponsor 
without written permission from the Marketing Manager. 
 
EVENT PROGRAMMES, MAPS AND NUMBERS 
The Marketing Manager is to have an input on the sponsor’s logo positioning and advertising 
within the programme, to ensure that the sponsorship contracts have been fulfilled. 
 
SECURING SPONSORSHIP 
Once you have established who the correct contact at the potential sponsor company is, you 
need to prepare a sponsorship seeking letter. 
  

·  The initial sponsorship seeking letter should be an overview and focused. This letter is a 
tool to engage a meeting with the contact; it is not to sell the package as this will come 
later.  You should also include a Sponsorship Proposal document that tells the potential 
sponsor more about the sport and the opportunity. The letter should be no longer than 
one page and always state that you will contact the company in the next few days to 
answer any questions and perhaps arrange a time when both parties could meet to 
discuss the opportunities further. 
 

THE SPONSORSHIP PROPOSAL: 
The proposal needs to be tailor made to the company that is being approached.  Try and refer to 
their brand and how their company would benefit by using examples.  The proposal should 
include: 
 

·  Profile of Orienteering 
·  Profile of the event 
·  Profile of Orienteers e.g. Range of ages 
·  Details of the sponsorship packages available 
·  Benefits of sponsorship 
·  Valuation of the sponsorship 
·  Expected Media Coverage (past and projected) 
·  Contact details  

 
SHOW PATIENCE AND PERSEVERANCE  

·  Companies usually plan their sponsorship expenditure in advance so you may not get an 
immediate response. 

·  Some companies may not require a meeting and offer products directly but it is usually 
not that simple. 
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·  At the meeting take a colleague to back up any suggestions you put forward – two heads 
are better than one. 

 
KEEP IN CONTACT 

·  Although you need to be patient, never give up. You need to keep in contact with the 
company if you are to secure the deal. 

 
AFTER THE MEETING 

·  Send a thank you letter to the company and express you will call back in one week (if this 
has not already been confirmed at the meeting) 

·  The letter must be sent the day after the meeting to show efficiency. 
 
SPONSORSHIP CO-ORDINATOR 
It is important that one person is responsible for co-ordinating all the sponsorship agreements to 
ensure that the sponsors are ethical and that there are no conflicts of interest.  It is also 
important that this person ensures that the contracts are agreed and signed and that all aspects 
of the contracts are adhered to by both sides. If sponsors are to attend the event it is important 
that a person is allocated to look after them.  
 
VIPS 
If the media, landowners or sponsors are expected to attend an event a person(s) should be 
allocated to chaperone the guests. A small marquee equipped with tables and chairs and 
refreshments should be provided and it is also preferable to have a separate toilet available. 
VIPs should be sent in advance an information pack about the event, directions and a car 
parking pass that directs them away from the main competitor car park. VIPs should be greeted 
as they arrive and taken to the VIP area where ideally an “orienteering star” or a British 
Orienteering Director would be available to meet them. 
 
FURTHER INFORMATION 
Please contact Caroline Povey, Marketing Manger, British Orienteering.  
Tel: 01629 734042 Email: marketing@britishorienteering.org.uk 
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14. COMPUTING 
There have been many advances in personal computing in recent years with specific e-punching 
systems available.  Some of these systems can incorporate entries files or can be freestanding 
entries software feeding the usual punching systems.   
 
Mapping and course planning is often carried out using further software packages which assists 
planners and controllers minimise mistakes.  The Guidelines offer good advice on the use of the 
software.   
 
It is essential that computers used at the event site have a power supply which is protected from 
surges; a good generator is a requirement (if mains supply is not available) with suitable back-
up. Take expert advice. Housing must be dry, wind-free and warm.  Cable routing must comply 
with Health & Safety Regulations.  The main computer must be proven capable of operating at a 
good speed when all functions - multiple input, printing, commentary screens etc. are in use.  
The person in charge needs to have good experience of operating the system in smaller events 
and various field conditions before taking on a Major Event. 
 
Procedures to be adopted in case of various faults must be well-known to all main operators.  
The Controller has to be satisfied that all the necessary data is available and properly stored to 
enable results to be produced by hand in the event of total breakdown.  However, the 
sophistication of the commercial products are such that the Controller has to be assured by the 
system operator that the system is under control. 
 
The Organiser should arrange for the results should be displayed on sheets giving cumulative 
results by class.  This requires boards for display, the method of display is determined by local 
“style”; the display is more attractive and readers can see the race situation more quickly. 
 
Overall, it must be appreciated that computers are being operated in an unfriendly environment 
and that the risk of problems occurring are quite high, even with the most meticulous 
preparation.  
 



 31 

15. ELECTRICAL SAFETY 
Electricity and water do not mix, and in the enthusiasm to use computers and other electrical 
equipment at events it is easy to overlook simple safety procedures. 
 
The Organiser has a general responsibility to ensure safety on the event site.  Suppliers of 
equipment and services are responsible for the safety of the equipment they provide, this applies 
to Public Address systems as well as to computers.  All those with such responsibility must take 
all reasonable care to shield operators, other officials and passers-by from any possible risk. 
 
British Orienteering’s public liability insurance policy covers accidents caused by equipment used 
at an event whatever the circumstances. 
 
The following guidance is taken from the provisions of the Health & Safety at Work Act: 
 

-  all cables and equipment should be inspected prior to use for breakages or other 
faults; 

 
 - power distribution cables should be raised off the ground; 
 
 - power leakage detectors should be used to cut the power automatically if a fault 

occurs.  These should be tested before use. 
 
 - any cables which have to be on the ground must be positioned in places where 

they cannot be trodden on and damaged. Cables in trenches must be well 
insulated. 

 
 -     power should be converted to less than 200 volts for transmission, or installations 

are subject to the stringent  requirements of the Electricity at Work Regulations. 
Two  transformers, converting to 115v and back to 240v, should be used if a 
240v power source and the equipment being used are in separate locations. 

 
 -     the installation must be adequately earthed. 
 
Domestic standard cabling and sockets are not suitable for outdoor use. 
 
The dangers from short circuits when using car batteries should be known and avoided. There 
are also fire risks with both equipment and generators to be considered; keep fuel in safe 
containers.  It may be possible to borrow heavy duty cabling from the Army.  A large vehicle or a 
caravan is far more suitable for setting up the equipment than a tent. 
 
Fire extinguishers of a type suitable for the situation should be kept to hand, and personnel 
made familiar with their use before the event gets under way.  Generators and the fuel for them 
must be sited well away from working and general circulation areas.  Don’t forget to earth the 
generator. 
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16. EQUIPMENT 
Obtaining all the equipment needed for a major event, distributing it to the correct locations, 
setting it up successfully and then dismantling and collecting up afterwards can become a major 
logistics problem.  An Equipment Officer, resourceful and preferably with good local contacts, 
should be appointed with this sole responsibility, including finding the necessary transport.  Vans 
(a tail-lift is useful) and 4 wheel drive vehicles are invaluable – although these are site specific.  
He is likely also to have to transport drinks to the Finish and points in the forest, and perhaps 
map boxes to the Starts, etc.  His schedule needs very careful preparation! 
 
All tents and marquees required which are larger than a family frame tent are best hired, with the 
supplier responsible for erection and taking down; the manpower required to do it yourself with 
borrowed equipment is considerable, and there are safety aspects to think of especially in windy 
conditions.  White tents are much to be preferred to other colours. 
 
Radios should be charged up and looked after solely by the person responsible for their use. 
However, users should be instructed in their use and radio protocol.  Sensitive issues should not 
be broadcast over open channels but those issues might best be discussed over a cell phone.  
Make sure there are mobile phone contacts lists available to all officials – credit card sized and 
laminated are useful. 
 
The quantities required for some items are very difficult to judge.  If the calculated lengths of 
tape and rope required are doubled, the resulting amounts will probably be about correct! Other 
things which often become in short supply are black plastic sacks, plastic cups, staplers which 
work and staples that fit, material for making signs. Home made signs look unprofessional – plan 
your requirements and get them made up early – they will be used on major events for many 
years to come if done properly.  Whatever else is in short supply, even if it isn’t your 
responsibility, don't run out of loo rolls! 
 
Consideration should be given to hiring a skip to get rid of rubbish.  The assembly area should 
be well supplied with rubbish sacks on posts, replaced if they get full, or with pleasantly phrased 
notices asking people to take their litter home.  Recycling containers may also be provided but 
the British aren’t as used to this practice as the Scandinavians for example.    
 
When new equipment is bought by the event, it should be offered to local clubs afterwards at a 
suitable second-hand discount.  The expenditure and income should both be shown in the event 
accounts.  It is common practice for clubs to loan equipment such as signage to major events 
organised by others, and a hire charge may be appropriate for some electronic equipment. 
 
Overall, the equipment used should be in good condition so that the site looks attractive and has 
some style when everything is set up.  Use new tape alongside Finish run-ins.  Scaffolding 
should be used, for instance over the Finish line and for the prize giving platform, to give a good 
impression if there are sponsors' banners to be set up.  However, prize giving have been equally 
well presented using upturned wooden boxes and farmers' carts! 
 
For multi-day events and where there is an event centre, the requirements and logistical 
problems are even greater.  In general (apart from electrical equipment) it is best to minimise the 
items of equipment which have to be used at two different sites on successive days.  In 
particular it should not be planned to transfer and re-erect tents if at all possible. 
 
An equipment check-list for a major event is given in Appendix 3. 
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17. MAPS 
Detailed consideration of all aspects of map preparation for a major event is beyond the scope of 
this handbook, but this section gives a few general guidelines and prompts which at least are of 
interest to an Organiser: 
 
  - the final survey of vegetation, clarity of paths etc. should be undertaken exactly 

one year before the event so establish the effect of vegetation and access, for 
example; 

 
 - also at that time, an OCAD file or similar of the map should be available for the 

planners and controller; 
 
 - there should be continual contact with forestry officers to check if felling or 

thinning is planned to take place before the event; 
 
 - unless the planners have plenty of time in hand, it is might be better to have a 

dedicated person preparing the control site and course preparations using OCAD 
or PICOVER.  Time scales and transport plans need careful agreement with the 
printer; 

 
 - polythene bags for maps must be of adequate gauge - 250 gauge is best and 

should be sealed with a heat sealer; keep air out of the bag by not sealing the full 
width of the opening. Make sure you get enough bags!  A pile of bagged maps is 
a slippery entity.  

 
- the map boxes for 20+ courses need a lot of storage space and are not easy to 

transport to a remote location. Using an all-terrain vehicle should be considered in 
some circumstances. 
 

- if sponsors have been attracted to the event remember that the map should 
feature the logos. 

 
The task of preparing the maps and getting them to the Start line on time is that of the 
Planner(s), with much support and checking by the Controller.  However, a good Organiser will 
be aware if the Planner comes under pressure of time or lack of printed maps, or whatever, and 
should do everything possible to provide additional manpower resources to spread the load, 
within what is sensible to avoid errors. 
 
If professional mappers are being employed, it is essential that a proper specification is drawn 
up so that potential firms can make realistic quotes.  Once it has been decided who will do the 
work, a proper contract needs to be drawn up. This may not seem necessary if everything goes 
smoothly, but without them, if disputes arise there is little the organising club can do.  
 
A sample specification and contract can be obtained from the National Office. 
 
Tony Pennick, is the author of the companion volume to this one - 'The Planner's Handbook' - 
also obtainable from BRITISH ORIENTEERING National Office, or from Tony direct at 20 Abbey 
Vale, St. Bees, Cumbria, CA27 0EF. 
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18. ACCOMMODATION, CAMP SITES, SOCIAL ACTIVITIES 
The event will attract many orienteers from far away who will want overnight accommodation.  
The local tourist office will usually be happy to assist by supplying an accommodation list, and 
you may choose simply to advertise the office's address or provide a link to the local websites.  
However, a number of clubs like to hire a scout, church or village hall for simple on-the-floor 
accommodation when the event is multi-day or a long way from home, and will seek information 
from the event Organiser. It is good practice to have an Accommodation Officer (address on 
entry form) who can do some ground work well in advance. 
 
At some events in recent years, the length of walk from car park to assembly area to Start 
combined with an early first start time (e.g. 0930, or even 0900 in some relay events) has meant 
unreasonably early departure from lodgings for many competitors. This situation is not well-liked 
by those providing bed and breakfast, especially on Sunday mornings, or by youth hostels when 
almost everyone wants to leave early. First start times should be set such that competitors 
staying within 10 miles of the venue should not need to leave their accommodation before 0830. 
 
One reason for the popularity of events like the White Rose Weekend is the special orienteers' 
camp site, organised by the event and often close to the forest.  Such sites must be well staked 
out so that clear and wide avenues are left for vehicles to get about the site and for quick access 
in case of fire.  Water supplies and toilets must be plentiful.   
 
Unpleasantness almost always arises on a large site because of the differing needs and 
expectations of different groups of people. Families with young children, and many others, want 
quietness from 2300 at the latest, whilst groups in their late teens and twenties returning from 
the pub after closing time find it impossible to be silent on their return and can often be rude to 
those who try to quieten them.  The deterrent approach (ejection from the site the following 
morning, and perhaps disqualification from the event) has to be carried out if rules have been set 
and well advertised in advance.  A better way, if it is possible, is to have well-segregated areas 
for families with young children and for people who want no restrictions, well away from the main 
area - preferably in separate fields screened by trees. Two or three separate camp sites is 
another solution, and also avoids the wear and tear on field entrances and key walking areas 
which can be caused at one large site. 
 
The most popular evening activities for orienteers are drinking, eating, a disco, a prize giving, 
and looking at the day's results with friends or family. If all of these are offered under one roof, 
the event centre, very many orienteers will be quite happy. Many others will find enjoyment from 
eating and drinking in other places.  All other social activities laid on by organisers, such as a 
ceilidh, film shows and discussion of O-technique with the elite, prove to be of minority interest 
only and are usually only worth considering for the largest events.  Prize giving should be held 
early, starting no later than 2000 hrs. 
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19. PRIZE GIVING 
An event prize giving needs more preparation than one might expect.  The aim is a pleasant 
ceremony which doesn't appear rushed but doesn't last long.  It should be timed and located so 
as to give maximum encouragement to winners (or, if necessary, a substitute) to attend; to 
achieve this, at certain times the work of the results team may need to be geared to accurately 
identifying the prize winners as quickly as possible. 
 
The event programme or final details should say where and when the ceremony will be held, and 
how many awards per class will be given.  Evening prize giving should be held early, for the 
convenience of families with young children. 
 
The programme should also state where and when trophies are to be returned.  Trophies can 
take up a lot of space, and often are not clearly labelled and are returned dirty.  Sorting them out 
and getting them into presentable condition can take some time. 
 
At the venue, careful pre-organisation and labelling of all trophies and mementoes is necessary.  
Labels should be clear and specific (e.g.W35L - 3rd). 4 to 5 oblong tables (with tablecloths look 
even better) behind the presenters are often needed, with the trophies and prizes arranged 
according to the order of presentation.  This again takes longer than expected, and before and 
during a major (JK or BOC) prize giving a staff of 5 plus the MC is recommended.  There should 
be a pre-prepared list by age class of all the trophies and prizes to be awarded plus any notes or 
letter to be handed out. 
 
A separate prize winners' waiting area should be provided, and is usually essential at indoor 
prize giving.  Here, seats should be labelled at least by age classes, and marshals need lists of 
prize winners, in presentation order, well in advance of the start of the ceremony.  Results lists 
should be posted near the entrances where everyone can see them on arrival and copies, if 
available for sale, usually go quickly. 
 
Any announcements or presentations not directly connected with the prize ceremony should be 
taken as 'curtain raisers' rather than left to the end.  Any speeches must be brief, but the 
presenter(s) must be properly introduced and may say a few words, and key sponsors and 
landowners should be acknowledged.  (Having “star” elite orienteers as presenters is popular 
with juniors and is good for PR).  The MC can ask the audience to show appreciation for the 
organising team.  The MC should then clearly explain the method and order of the presentations.  
He/she needs to have the prize winners lists arranged in the correct order for presentation 
before commencing. 
 
Experience has shown that the following procedure is least time-consuming and most 
appreciated by both recipients and the audience: 
 
  No more than the first six in an Elite class, the first three in other classes should 

come on stage.   
   

The order of classes to be presented should be announced at the outset: ages 10 
up to 20, then the oldest down to 35, then 21L and S and finally W21E and M21E 
is a recommended order.  The MC should announce together the awards in each 
class, in reverse order, giving forename, surname and club name (not 
abbreviation), and times if the winner had an outstanding run or the first and 
second were very close. 

 
  Recipients should come up on stage as their names are called, have their awards 

presented, face the audience with the Presenter for further acclamation and 
photographs, and then leave the stage.  
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  Addresses of trophy winners must be collected as they leave the stage.  For the 
JK and BOC weekends, British Orienteering provides envelopes containing a reply 
card for each class winner to complete and return to the National Office.  If JK 
trophies are won by competitors from overseas, however, the address must be 
obtained straight away and a check made that the trophy will be easily returned 
the following year.  Note that British Orienteering will not be responsible for the 
distribution of event mementoes which are not awarded or collected at the prize 
giving; the distribution of such items is the responsibility of the organisers. 

 
Prize giving at the event site. 
 
Consider dividing the award ceremony into sections - juniors early on, veterans as a second 
group, long courses and elite last.  This system is easy to organise at relays; for individual 
events, start time ranges need to be geared accordingly.  A results system organised so as to 
quickly confirm winning teams or individuals is needed.  One person should have the job of 
collecting all prize winners' information, sorting it into the correct order for presentation and 
passing it to the MC.  Depending on the results computation system being used, it is sometimes 
desirable to cross-check the leaders given in each class against what is shown on the results 
display.  At relay events there are sometimes circumstances when non-competitive teams have 
not declared their ineligibility.  This has the effect of disruption and delay to the procedure. 
 
A knoll, wooden platforms or the back of a farm trailer can be used.  A sizeable clear area needs 
to be roped off in front, to allow space for photographers to move round and so that everyone 
can see.  Photographers and spectators will appreciate having the sun behind them and on the 
prize winners' faces.  The main sponsor’s banner should be sited prominently and where it will 
appear in photographs.  A Public Address system is essential - a megaphone is not adequate.  
In case of bad weather consideration should be given to an alternative indoor venue or marquee 
– or cancelling the whole presentation.  
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20. JURIES 
See British Orienteering Rules and Guidelines on the website.  
 
It is the Organiser's task to arrange and invite suitably qualified people to undertake jury service. 
This should be done based on the entry list and well before the date of the event. For the JK and 
British Championship events the Chairman of the Major Events Panel should be consulted 
before appointments are made.  For National events the Association's Representative on Events 
Committee should be consulted. 
 
It is important that the nominated Jury members establish communication with each other at the 
event site at an early stage and agree to meet at Enquiries at a specific time to deal with any 
protests. These can, of course, arise also before the event, in connection with suggested 
irregularities or inadequacies in the start lists for example. In such cases a telephone conference 
is advisable.  In general, the sooner the protest is dealt with and a decision reached the better, 
provided all the necessary information is to hand. 
 
If for any reason a protest has not been resolved by prize giving time, the relevant prize(s) 
should not be awarded at that time.  If a protest arises when the results are published, 
corrections should be printed in British Orienteering’s Focus along with outline details explaining 
the reason for any changes. 
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SECTION B  

INDIVIDUAL EVENTS 

1.  MANPOWER 
A co-ordinator of resources (people in the main), as distinct from the Event Co-ordinator is 
recommended, especially for a multi-day event. 
 
An early consideration, in events where many helpers are required, is how many of them can 
also have a run.  It is good club policy to ensure that all juniors can run, and as many seniors as 
possible, on reduced entry fees in return for helping as well.  The total number of helpers 
required can vary a lot for the same number of competitors, depending on the layout; if easy car 
parking, Starts, Finish and assembly area are all close together, far fewer people are needed. 
 
Key officials in the organising team are listed in sub-section A3.  They should be asked to give 
the Event Co-ordinator a list of the tasks and number of people required, and when.  The 
manpower requirements for Enquiries, Start(s), Finish, Results and other on-site duties will be 
planned by the Day Organiser.  At an early stage he should find Team Leaders for each 
separate work task, and decide whether these people should recruit their own helpers or whether 
to recruit all helpers centrally.  The latter approach is usually favoured, especially when numbers 
of available helpers are limited. 
 
Young people are good helpers unless asked to do a very repetitive task on their own, when 
commitment and accuracy often waver.  If a group of young people such as a school group, with 
a good leader, is given responsibility for a well-defined task, an excellent standard generally 
results.  The group should be made up of fairly experienced orienteers, and should all have the 
chance to run as well as help.  Alternatively groups such as ATC under the direction of a senior 
“officer” can work well. 
 
Tasks requiring quick thinking, special skills or infinite patience and diplomacy include typing 
numbers being reported by radio from the last control (or any other number-input by keyboard), 
any aspect of commentary and its support, and manning the late-start lane or the enquiries point.  
Every helper should be given, in writing, a precise description of the task he is to do, the exact 
location, when he starts and finishes, what clothing and/or equipment may be required (or how it 
will be supplied), how long it takes to walk to the location from the nearest parking place, 
whether or not refreshment will be provided, and who is in charge.  This can be done by the Day 
Organiser and/or the team leaders.  Each helper should be asked to acknowledge receipt.  
Those running after helping should be told that their work finish time depends on the arrival time 
of their relief (who will have run early), but that start times will be changed if there is a delay. 
 
Two or three helpers should be held in reserve to stand in for unexpected absentees or to help in 
areas which turn out to be under-manned.  The Co-ordinator and Day Organiser should allocate 
no jobs to themselves – although in an ideal world they will stand by and drink coffee. 
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2. ENQUIRIES 
The person in charge needs to be patient and diplomatic and have a good knowledge about all 
aspects of the event. The tasks may include: 
 
 - issuing e-cards to entrants, wrong-payers and those who have to prove British 

Orienteering membership; 
 
 - collecting trophies; 
 
 - answering questions which start 'where is ...' or 'why isn't ...'; 
 
 - selling maps (from a given time) and mementoes; 
 
 - supplying give-away tourist literature; 
 
 - receiving written complaints about something said to be wrong in the forest 

(names of the jury must be known); 
 
 - map reclaim for 'first-half' maps; 
 
 - looking after store of spare equipment; 
 
 - base for refreshments for helpers working in assembly area. 
 
The tasks should not be combined with entries for entry-on-the-day courses or any other form of 
mass registration, or any task which takes the person-in-charge away from the site.  A runner is 
useful who can quickly find people at other parts of the assembly area when needed or deliver 
messages.  Unless the Enquiries point is situated close to the results tent, it should not be the 
place for receiving queries about disqualification’s or results discrepancies. 
 
The Enquiries Point should remain open until all competitors have departed - often the greatest 
work-load is towards the end of the day. Radio contact with day Organiser, Event Coordinator, 
Planner and Controller is also a great help. 
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3. STARTS 
If there is more than one start, consider having them colour-named (Red/White/Blue), instead of 
numbered.  Appropriately coloured tape should then be used on the routes from the assembly 
area.  At the beginning of each distinct route, there should be a sign listing the courses with 
class combinations starting there.  If the distance to a Start is more than 500 metres, signs 
saying '1 km. (or whatever) to go' should be placed at 500 metre intervals. All routes to starts 
should be very clearly marked, minimising the chance of a competitor missing a turning or taking 
a wrong one – however competitors who hurry and miss your signs have only themselves to 
blame. 
 
The start area should if possible have been chosen, and should be arranged in such a way that 
those standing in the waiting area cannot see in which direction competitors leave the start.  
There should be a designated warm-up area, portable toilets if more than 500 metres from the 
main toilets, start lists on display, spare description lists (unless announced as elsewhere) and a 
call-up-time clock clearly visible - and preferably audible too - from the back of the crowd.  The 
boundary of the area should be clearly taped. 
 
A substantial rope or tape should separate the waiting area from the main start area, and the 
back of the start lanes should be at least three metres further forward.  A particular call-up time 
must bring the appropriate competitors through the rope to the back of the first pre-start line, not 
just up to the rope, and be accompanied by a name check from a start list. 
 
Either a grid layout - separate lane for each course + late start lane - or a 'bunch' layout, with 
map boxes either side of the exit route to the forest beside which competitors stand for the final 
minute before the off, can be used.  The bunch layout puts more pressure on officials checking 
that everyone is on the right time-line and makes it harder for competitors to look at sample 
maps, but is best when space is tight.   
 
Three time-lines are the minimum, allowing for looking at sample maps (-3, -2) and the e-card 
check.  Some runners, even elite ones, are known to try to move forward two lanes in one 
minute in the pre-start area.  In a grid system, cross the start line at -10 seconds and runners 
should pick up their map at the map container.  Late starters should be started as soon as 
reasonably possible, but not hastily; start times should not be changed unless this has been 
agreed by the Controller, or for bona-fide helpers delayed in being relieved from their job. 
 
An automatic start-clock with an audible count-down (“pips”) present at the start is good practice. 
 
A task of the start officials sometimes overlooked is a check on proper clothing - T-shirt not 
running vest, and full leg cover - this should be rigidly enforced. 
 
If the Controller requires cagoules to be carried, no one should start without one, although a slit 
black sack should suffice (and that cagoules have been carried should be checked at the Finish 
as well!  
 
Case Study:   
BOC '90 at Ewden when some discarded cagoules were found by a wall 200 metres on from the 
Start).   
 
Anyone insisting on starting without a cagoule or similar should not be physically restrained; their 
names should be passed in writing to the Controller for disqualification. 
 
Apart from the person in charge, all helpers should be able to run as well; this area is very 
suitable for operating as two shifts.  The change-over should be gradual, not everyone at once.   
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4.  CHASING STARTS 
A competitor's chasing start time is calculated by adding his Day 1 race time to the Day 2 Base 
Time.  As an example: 
     Day 1 start time 14:12:00  Day 2 Base Time  09:30:00 
     Day 1 finish time 15:28:32  Day 2 race time       76:32 
     Day 1 race time      76:32  Day 2 start time  10:46:32 
 
It is normal practice to arrange a mass start at, say, 12:00:00 for the following categories or 
runners: 

- those who took more than 2 hours on Day 1 
- those who were disqualified on Day 1 
- those who elect to run only on Day 2 
- officials who want a non-competitive run. 

A chasing start imposes high pressure on both competitors and officials and, therefore, must be 
adequately manned throughout.  The high level of manpower required presents difficulties to the 
organising club if many of its members also wish to compete.  Officials who wish to run can do 
so, non-competitively, in the mass start. 
 
Recommended tasks for the officials: 

first  stand by call-up clock (call up 10 min before start time); calls runner into 1 
minute groups 

second  holds alphabetical start list for queries that have to be redirected to Registration. 
third  checks whistle and clothing; directs late starters into start order. 
fourth  "sorters" using start list; call times and check names; pass competitors forward 

into start lane. 
fifth  "start lane supervisor" keeps competitors in order; checks positions; inserts 

partly late competitors into chasing start lane. 
sixth  "Checker” ensures that runner is at right time not merely the next runner when 

one has failed to turn up, should check e-card. 
Seventh "starter's assistant” with list of start times liaises with number 6; calls start times; 
eighth  "starter" watches start clock; despatches runners on the second. 
ninth  "late start lane supervisor": liaises with the 6th official with partly late starters; 

checks late starters and directs to start. 
tenth  "start system supervisor": keeps clocks in synchronisation with start clock (if 

manual systems are used); re-deploys staff and supports as needed. 
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5. COMPETITION AREA 
Whilst the competition area is mainly the responsibility of the planners and controller, the 
Organiser may become involved in the provision of manpower for manned controls, map 
exchanges, refreshment points and where gates have to be manned or roads crossed.  In 
addition there should be liaison with the Safety Officer who will have determined access to the 
terrain. 
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6. FINISH 
To avoid timing difficulties, congestion and over-long queuing in the lane beyond the Finish, and 
too much wear and tear to the ground, two parallel finishes are strongly recommended for events 
with more than 2000 competitors.  They should have separate last controls. 
 
It is preferable to operate a completely separate and simple Finish, with a different last control 
and in a different location altogether from the main Finish (although near the assembly area), for 
colour coded courses which pairs and groups may enter as a single entry. 
 
Electronic timing, with a computerised results system, is now the norm. 
 
Competitors like to be able to see race time on a display clock as they finish. 
 
There should be an 'agony aunt' to whom mis-punching can be explained, in the finish area. 
 
A long distance is needed, in a narrow lane, between the Finish line and the download area, to 
allow for queues forming at peak finishing times.  
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7. DRUG TESTING 
It has been a condition of receiving Sports Council Grant-Aid that they may attend a National 
Event or the JK or BOC for the purpose of drug testing.  
 
If the Sports Council's Mobile Drugs Unit is to visit your event, the Organiser will receive a letter 
from the Chief Executive or Chairman of the British Orienteering Events Committee outlining the 
responsibilities which include: 
 

-  sending travel and parking directions to British Orienteering, showing the location 
of the drug unit close to the Finish; 

 
 -  providing a full list of elite runners, and their race numbers for identification 

purposes; 
 

- providing six stewards (three of each gender) to assist the independent Sampling 
Officers. 

 
A means of identifying the relevant competitors in the Finish is needed if competitor numbers are 
not being worn. 
 
All the procedures must be followed meticulously, and the runners chosen for tests supervised 
carefully and sympathetically with plenty of warm clothing and sealed water containers available.  
A separate and discretely located portable toilet is required purely for selected athletes to give 
“samples”.  A disabled type of portable toilet gives space for the athlete, the Sampling Officer 
and the Steward to be present. 
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8. PUBLIC ADDRESS SYSTEM AND COMMENTARY 
Major Events are now seen as incomplete without a competent commentary.  Electronic 
punching systems lend themselves to real time reporting – even mid-way through the course 
using wireless or hard wired control boxes.  However, some participants see them as intrusive at 
an Individual event, competing with the wish to talk easily with friends and enjoy the countryside 
atmosphere. There is also the problem of noise disturbance to local residents and members of 
the public who happen to be in the area for a quiet day out. Although a PA system is needed if 
you plan to have a prize giving at the site, and it has become the norm, with full commentary, at 
the JK and BOC.  It is also useful for emergency announcements for example if start times are 
put back at short notice because of organisational problems.   
 
Full notes on commentary at events are expected to have been written and are included as 
Appendix 4. 
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9. SPECIAL EVENTS 
 
9.1 THE BRITISH SCHOOLS CHAMPIONSHIPS 
Since this is a unique event in the British Orienteering calendar there are special competition 
rules, which are obtainable from the British Orienteering web site. 
 
Unlike other British Orienteering events, many of those sending in entries (which have to be per 
school) are new to Orienteering systems and jargon and have to be treated sensitively by 
organisers. 
 
The salient features to note are:- 
 

·  The overall philosophy of the Championships is team centred.  There are categories for 
large and small schools and 16-18 institutions; there are also school age class awards. 
Because scoring is by position and the presentation is an important part of the day for 
schools which may have long journeys home, rapid results processing is a high priority. 

 
·  The event should be child centred.  There are no adult courses.  If a PA system is used, 

children should be interviewed about their runs, asked about their schools' approach to 
Orienteering, and up-dates given on schools which are doing well in the competition. 
Where possible, young role models should be involved in the presentation ceremony and 
plenty of photographs taken for publicity purposes.  Data Protection issues must be 
considered when taking photographs of children. 

 
·  Despite qualification standards for those taking part, there will inevitably be a big ability 

range in each year age class.  Planners need a lot of experience in planning junior 
courses.  Every attempt should be made to minimise disqualifications by avoiding close 
clusters of controls and paying special attention to distinct control numbering.  The areas 
chosen for the event should be user-friendly. 

 
�  As the rules stand at present, competitors in the very junior categories can compete 

singly or in pairs.  This can present problems both at start and finish.  Each competitor 
must have a map, but only one control or e-card per pair.  A separate start for these 
younger children is a priority and every attempt should be made to keep Parking, 
Assembly, Start and Finish areas as close together as possible to help teachers who may 
have responsibility for a large number of relatively inexperienced youngsters. 

 
�  However, it is not a good idea if starts and finish are immediately adjacent as this may 

allow easy collusion between early finishers and late starters from the same school.  
Children are often highly competitive in the team sense and more than willing to bend 
rules.  For this reason the “4 minute” gap between competitors from the same school 
should be rigidly adhered to and schools prevented from entering their best entrants in a 
block of late start positions. 

 
�  Team results have sometimes been decided by a high ability late starter sweeping up the 

rest of his or her school team en route to the finish.  It should also be made clear to all 
teachers that assistance must not be given to children in the forest.  

 
·  Entry lists can pose a special problem in numbers per class even with a 3 hour start 

window.  Late autumn provides a light problem after 1500 hrs quite apart from 
presentation pressure, yet classes covering M12, to M16 could well provide over 180 
competitors per start block.  It is, therefore preferable to start early (0930 onwards) rather 
than extend beyond 1300hrs.  For this reason and the 4 minute gap between members of 
the same school team the closing date should be three weeks at least before the event, 
and although flexibility should be urged with late entrants (particularly as this is the 
school's fault and not the child’s) it may be necessary to put these off early. 
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�  Despite these entry pressures it is important that schools get the event information and 

start times well before the event to help their logistics planning. 
 

·  The weekend involves an accommodation package, usually of the floor space variety and 
linked with socialising opportunities (e.g. disco) where possible.  If the weekend format 
can include a training opportunity so much the better, but schools shouldn't expect to use 
this to introduce absolute novices to the sport.  Organisers should point out, when fielding 
enquiries about standards, that this is a British Championships, that every entrant should 
have completed 3 Orienteering competitions and be proficient in the basic skills of map 
and compass and that children who cannot cope will not only be put off Orienteering for 
life but may also present an unacceptable hazard to the event organisers and an 
embarrassment to other competitors.   

 
�  The accommodation arrangements are best delegated to an assistant organiser as are 

any social or training opportunities. 
 
·  Finance is another delicate area.  It is important to keep fees low in these days of tight 

school finances.  The first priority with any support should be to keep fees as low as 
possible, the second to spread awards as widely as possible; a memento for every 
finisher is preferable to a silver cup for the winner; team awards come before individual 
prizes.  Event frills should take a lower priority.  British Orienteering Treasurer should be 
kept in regular touch with the current state of event finances. 

 
The British Schools Championships are possibly the most youthful shop window for British 
Orienteering and one of its most attractive vehicles for promoting the sport to a wider audience.  
However, the organisation presents some of British Orienteering’s most delicate challenges in 
that young peoples taste for a sport depends so much on the quality of experience given to them 
at such a prestige event.   
 
In any case, the Organiser of the British Schools Championship needs to be a patient listener, 
diplomat, "fixer", educationalist, consummate administrator and financial wizard - but perhaps 
that applies to every British Orienteering organiser - the challenge may be different but always 
"cometh the hour; cometh the man"". 
 
Full Competition rules are obtainable from British Orienteering National Office. 
 
9.2 HOME INTERNATIONALS  
The Home International Committee (HIC) is a committee recognised by British Orienteering.  It 
has autonomous responsibility to administer and regulate the Veteran, Senior and Junior Home 
International matches and works under the "umbrella" of International Committee. 
 
The HIC consists of two representatives from each of the four home countries plus a non-voting 
secretary/treasurer.  Each country has two votes irrespective of whether they have full 
representation at a meeting.  In the event of a tied vote, the chairman holds a casting vote. 
 
An annual meeting of the HIC will normally be held at the Senior Home International each year.  
The host country will take on the chairmanship of the HIC at the end of the meeting and retain it 
for the ensuing year. 
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RULES AND REGULATIONS 
 
ELIGIBILITY 
To be eligible to represent a Home Country in a full nation v nation international, a person must 
fall within the following:- 

 
A  Be born within that country, or 
B     Have at least one parent born within that country, or 
C     Have established current permanent residence in that country for at least one year 

(students are only eligible if they can provide proof of a home base in that 
country), or 

D     Have established eligibility by representing that country in senior Orienteering 
internationals in the previous three years.  

 
Selection will be denied if:- 
 
 A     A team member's permanent residence is not accepted by the HIC,   or 
 B     For seniors only if a person has represented another country in a full nation v 

nation match in any senior class within the last three years.  Juniors may only run 
for 1 country in any one calendar year. 

 
MATCHES 
Home International matches for Juniors and Veterans are normally held in October or early 
November annually.  The Senior event should be held in late June.  They all consist of an 
Individual race and a Relay.  The Individual should be held on the Saturday and the Relays on 
Sunday. 
 
Relays teams must be made up from those who have taken or are expecting to take part in the 
Individual event.  Teams must be declared no later than ONE hour before the race and not 
changed thereafter. 
 
 
TEAMS AND SCORING 
 
1.  Juniors 
     - Trophies 

(i)  The Watertech Trophy - Awarded to the country with highest combined total 
points. 

 
(ii) The Ultrasport Trophy - Awarded to the country with highest combined total of 

points in the individuals 
 
(iii) Cranston Trophy - Awarded to the country with highest combined total of points in 

the Relays. 
 

     - Teams will consist of  4 M/W13 competitors 3 to count 
                                    4 M/W15          "           3  "   "   
                                    4 M/W17          "           3  "   "   
 
Relays will consist of six age class relays.  One team of 3 in each category from each country. 
 
     - Scoring   -  Individual Points per place behind winner system.   
                      First person in each class scores 12.  
 

- Relay     First team 24 points, 2nd 18 points, 3rd 12 points, 4th 6 points in 
each class. 

                        Individual total points per class 78  
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                             (x 6) Points Total available              468 
 
                       Relay total per class 60 Points Total available_ 360 
           ___ 
                                      OVERALL TOTAL                     828 
 
2.  Seniors 
     - Trophies 
 
 (i) The Silva Trophy - Awarded to the Country with highest combined total points 
 

(ii)  Novotel Trophy  -Awarded to the Country with highest combined total of 
points in the individuals 

 
     - Teams will consist of  M & W19   3 competitors 2 to count 
                            M & W21  5 competitors 4 to count 
                            M & W35  4 competitors 3 to count 
 
Relays will consist of a long, and a short relay.  Not more than 4 teams per nation per class.  
Best 3 to count. Three person teams will be made up of:- 
  
 Long     -  2 men 1 woman 
 Short    -  1 man 2 women (any class combination) 
 
     - Scoring  - Individual Points per place behind winner system 
                  
                           M & W19    36 points available      8.   7.   6 etc. 
                           M & W21  136 points available     16. 15. 14 etc. 
                           M & W35      78 points available     12. 11. 10 etc. 
 
     - Relays    - Scoring 24, 22, 20 etc. per class.  Total 156 points. 
In the event of a tie, the first nation with all its counting teams home in the winner. 
 
3.  Veterans 
     - Trophies 
 
 (i)   The Micklegate Bar Trophy -  Awarded to the country with  

     highest combined total points. 
 

(ii)   The Lagan Valley Trophy -  Awarded to the Country with highest   
 combined points in the Individual 

 
     - Teams will consist of:- 
 
  M & W40, 45, 50, 55, 60  - two in each class making teams of  
       20, all of whom will count. 
 
     - Relay  One course with 1 long, 1 medium and 2 short legs. 

Teams of 4 runners to be mixed 2M/2W with a total age group count of 190 points 
where 
M & W40/45 count  40 points 
M & W50/55 count  50 points 
M & W60      count  60 points  

                                    
Each country may enter up to 5 teams with best 3 to count 
 
     - Scoring  - Individual. 
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                  - All count making 8 competitors per class - 36 points  
   available 8-7-6 etc. 
 
     - Relay    - 1st Team home scores 24, 2nd 22 etc. 

In the event of a tie, the first nation with all its counting teams home is the 
winner. 

 
DISPUTES 
In the case of any dispute regarding these rules and regulations for Home Internationals, the 
team managers should meet and make any necessary decisions. 
 
GUIDELINES AND ADVICE TO ORGANISERS 
1. Please arrange publicity for the event via British Orienteering and Compass Sport and 
through Association Fixtures Secretaries.  The Veteran and Junior events are normally held in 
October or early November each year with October being preferred.   
 
2.   The name WARD should always be included in the title of the Junior event because of 
the generous financial assistance given to the event by Elsie Ward.  Interest from the Ward 
bequest at present yields about œ250, available for "improving" the Junior HI match.   
 
3.   Senior and the Veteran events may receive grants of up to £550/£450 each from British 
Orienteering funds for "improving" these events. 
 
4.   "IMPROVING".  A social event is usually part of the weekend and may be supported from 
these funds. Other things that may be considered are such things as a marquee, results display, 
public address, hire of showers, hospitality, hot drinks, mementoes and organisers expenses etc.  
Portable toilets should always be available.  The money is NOT to be used to subsidise team 
expenses. 
 
5.   The above monies are channelled to the events via International Committee and the HIC.  
A preliminary outline budget should be prepared by the organiser by the end of the previous year 
and sent to the HIC Secretary for appraisal by the International Committee. 
 
6.   The cost of putting on the event should, of course, be kept as low as possible.  After the 
event a summary of how the Ward/ British Orienteering money has been spent should be sent to 
the HIC secretary.   
 
7.   Accommodation for teams should be arranged locally for 2 nights with all teams together 
if possible.  Costs where possible should be at Youth Hostel level.  Team members may arrive 
very late on the Friday night or may not need the Friday night bed.  Not all countries will bring a 
full team.  There are likely to be two or three Team Managers per team (juniors) less for Seniors. 
From past experience it is preferred that accommodation for the Junior teams should be 
exclusively for them. 
 
8.   Unless there is a VERY strong reason for alteration, the format of the weekend will be an 
Individual event on the Saturday morning and the Relays early enough on Sunday for team(s) to 
be able to catch the ferry to or from Ireland. 
 
9.   Invitations to matches should be sent out in good time (at least 6 months before) to all 
Home Countries and should include location, date  accommodation arrangements and likely 
charges. 
 
     Team Managers need to know the actual charges AT LEAST 6 weeks before the event 
so that they can work out what the cost will be to each team member when they send out 
INVITATIONS to take part.  They also need to know in good time to inform their teams, the 
programme for the weekend, meals to be included, the need for sleeping bags etc. 
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10.  A Grade 1 Controller should be appointed. The approval of Events Committee shall be 
obtained if a Grade 2 Controller is to be appointed. 
     
11.  Maps should be overprinted and bagged with pictorial descriptions.    The areas should 
not have been used in the previous 12 months.  Where the map has been used before, the 
Team Managers should be provided with a copy of the map with the final details. 
 
12.  No course should be shared with another class.  In this way all starters can be off within a 
fairly short time span.  Courses should be planned to a similar standard and winning time as 
would be expected in a National event. 
 
13.  There should be at least a three minute gap between starters on the same course.  
Declaration forms should be made available to Team Managers the evening before so that they 
can identify running order for the start times allocated to the teams – this also applies to relay 
team running order.  Team Managers should be required to return the forms with names on 
ASAP to help organisation. 
 
     At events combined with another event it is important that the start times for the Home 
International match should be earlier than those of other competitors so that over-lapping in the 
forest is unlikely. Local teams in the relays should not start until after all third legs in the Home 
International are away. 
 
14.  In order not to stretch out start times too much, the following is suggested as practical for 
Junior teams. 
                  00   W13    M17 
                  01   W17 
                  02   M13    M15 
                  03   W15     
                           and repeat. 
 
15.  It should be possible for ad hoc relay teams to take part made up from those left out of 
their national teams. 
 
16.  Where the event is part of another event it is strongly advised that a separate person 
organises the Home Internationals, who should, of course, liaise closely with the overall 
organiser. 
 
17.  Results and their display should be organised in the normal way and arrangements for 
prize/trophy presentation discussed with the hosting nation.  Where the match is taking place as 
part of another event, the results of the Home International should be displayed apart from those 
of the other event.  Where possible competitors should "count" for ranking points in the other 
event. 
 
18.  It is usual for individual prizes/trophies to be presented on Saturday evening.  In the 
Junior match prizes or mementoes for at least the first 3 in each age class of the Individual and 
for the winning teams in each Relay class should be provided. 
 
19.  The British Orienteering holds National Flags and a start banner for use at HI matches. 
 
20. Social Programme.  A Saturday evening get together has come to be an important part of 
the programme.  It should include a substantial hot meal bearing in mind that all competitors are 
likely to have had a light lunch and will be hungry by (say 1830 hrs).  
 
     A buffet meal is likely to be very difficult to organise well and team members really want a 
hot meal and not sandwiches.   For senior teams a bar on the premises is a help in socialising as 
otherwise team members are likely to disappear after the meal to the nearest pub.  From past 
experience a dance or other entertainment is not really necessary. 
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     Juniors have been used to enjoying the use of a swimming bath on the Saturday 
afternoon (therefore mid morning starts for the Individual are suitable).  They enjoy an evening 
disco/social/activities after eating. 
 
9.3 THE BRITISH NIGHT CHAMPIONSHIPS 
The main requirements, additional to those of day events, are that officials can see what they're 
supposed to be doing and that competitors can find their way around.  Thus a generator or 
mains-powered lighting system is needed in the results tent, where results are being displayed 
and food served.  Good lighting is needed also at the start and finish.  It is best if car parking can 
be compact and on a slip-free surface; car park officials need luminous jackets. 
 
Provision of a large marquee to house both the results display and food sales is a feature of a 
successful large night event. In some cases this marquee has also housed the finish itself!  A 
close-by hall can of course also be used, although the organisers should be prepared to clean it 
afterwards – or the owner understands that it will become dirty.  Hot food - soup, tea, hot dogs 
etc. is particularly appreciated by competitors at the end of a night event. 
 
The extent of difficulty in seeing signs to the event itself, to event facilities and to the start is 
often under-estimated; signposting for a night event needs to be especially thorough and clear.  
The Enquiries Point, the Start and the toilets need to be particularly clearly located and 
signposted; many competitors are under greater stress when out in the dark than they are during 
the day.  Bear in mind the possibility of a misty night! 
 
Safety is an important consideration at all night events.  Sole competitors need a very user-
friendly system for recording that they have returned safely from the competition area.  A 4-
wheel-drive vehicle, a 'safety rucksack' and adequate numbers of personnel along with a supply 
of fresh batteries should always be on hand to assist and fetch in competitors suffering injury or 
hypothermia.  In bad weather, a Controller's decision about minimum clothing will need rigorous 
enforcement.  Overall, the greatest care is needed to ensure that all competitors and officials 
have left the area at the end of the evening. 
 
Past experience has shown that even the emergency services will find difficulty reaching a 
casualty in the terrain at night.  So allow extra resources to help fetch and carry, be able to 
identify rendezvous points for casualty pick-up (National Grid map references will be needed if a 
helicopter is required). 
 
Particularly careful attention is also required to ensure electrical safety (see Section A12). 
 
The Police, and local residents whose evening peace might be affected, should be made fully 
aware of the nature and scope of the event. 
 
Further contributions in extending this section are welcomed.
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SECTION C RELAY EVENTS 

1. INTRODUCTION 
A relay should be as much a spectator event as a competition, so siting of parking and change-
over areas are vital considerations. A change-over area near the centre of the terrain allows the 
longer courses to pass near the assembly area with a 'spectator control', giving added interest. 
Conversely, a change-over area in a corner of the map may pose very difficult planning 
problems. Good viewing facilities and space for club tents is another important consideration, 
and an amphitheatre or valley site is excellent. 
 
Because there is considerably greater pressure at a large relay event than at an individual one, 
the following maxims may be borne in mind in planning the organisation: 
 
 (a)   If it can be done beforehand, then it should be done beforehand. 
 
 (b)   Under-manning anywhere spells knock-on disaster. 
 

(c)   A Leader-in-charge is worth two reading the book (and no, sorry, but he can't 
have a run!). 

 
 (d)   Relays are about ORDER, not times.  
 
 (e)   If it's a brilliant brand-new system, don't use it. 
 

(f)   If it can go wrong, then the bigger the event the more likely it is to go wrong - 
hence a need for good back-up systems and much critical discussion of 
procedures and appropriate rehearsal of them. 

 
The major pressure points for the organiser are car parking, toilets, having everything ready for 
the first scheduled mass-start time, relaying numbers from the last control to change-over pen, 
commentary system, results processing to produce a display of team order, and - last but 
certainly not least - results processing to produce an accurate prize list for each class within a 
short time of the class leaders finishing. 
 
A relay is a club occasion, and all provision and recognition should be club-orientated. In the JK 
Relay and British Relay Championships in particular, eligibility is a serious issue and every effort 
should be made to enable ineligible teams to declare themselves as such and for this to be 
known by the results processing team and the commentator. 
 
Finally, if a crisis occurs which requires a last-minute change to the publicised arrangements, it is 
important that the decision is made by the Organiser and Controller together and is then 
announced as an official statement over the Public Address and by appropriate notices etc. as 
quickly as possible. The commentator needs to be absolutely sure that any change or other 
competition information (e.g. disqualification’s, ineligibility) notified to him is 'official' before 
announcing it. 
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2. MANPOWER 
The following areas need special thought: 
 
 Car parking - the arrival time-span is short, everyone arrives together and it is 

suggested that the cars are split into “platoons” and directed to different car 
parking teams on the site – although there will always be people travelling in 
different cars wanting to park next to their friends – who have just been directed 
elsewhere: 

 
Change-over and results teams: much more intensive work than for an individual 
race; relaying numbers from last control : at the last control, people with a quick 
eye and a clear voice; if a computer system for commentary is in use, people with 
proven quick keyboard entry skill, preferably with a numeric key-pad. 
 
mass-start - the key official needs plenty of authority. 
 
an alert person is needed at the point where the last leg runners move into a 
separate finish lane.  He should positively direct every incoming runner into the 
correct lane, not just wait for someone to go the wrong way.  If someone gets past 
him, chaos results! 

 
It is very helpful to have a small group of people responsible for monitoring the race in specific 
classes.  They can supply accurate, up-to-date information on their class(es) independent of the 
computer or results team - and they will know who is likely to have won 'their' class(es).  A 
separate official should be responsible for checking potential winners' eligibility and compiling 
prize lists. 
 

Experience shows that it is best to decide at the outset that organisational team leaders cannot 
have a run, and that if there are enough officials available for some to have a run then they may 
run first or last leg only.  Because of the different start times for each class, it is very difficult to 
schedule helpers' availability times and still ensure that everywhere is always fully manned, if a 
significant number of helpers have a run.
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3. SITE LAYOUT 
 

(a) Car parking 
It is essential at a large relay that queuing is avoided anywhere on the route to each car's resting 
place. This sometimes means having at least two field entrances in use at the same time, if 
possible with different approach routes. An efficient team, well-briefed beforehand, is needed. 
Bear in mind that many travellers are probably 'cutting it fine' for their start time, and any delays 
are likely to result in cars being abandoned on road sides and in other unauthorised places, thus 
compounding access problems.  First cars can arrive up to 2 hours before the first start time, 
with the 'flood' starting about 1 hour before. 
 

(b) Arena and change-over layout 
Responsibility for smooth take-overs can and should be given to competitors by ensuring that 
second and subsequent leg runners have a lengthy and uninterrupted view of incoming runners 
right up to the take-over line.  This might preclude the need for an announcement system. 
 

Make use of concave slopes; consider a separate waiting pen for juniors; avoid a downhill 
approach to the take-over and sharp angles. The ideal is for the run-in lane to be directed into a 
good-sized amphitheatre, with the take-over line set very obliquely across this lane (see diagram 
1).  
 

This arrangement: 
 

i) provides good visibility for all (and obviates the need for any other form of 
advance warning); 
(ii) requires no crossing points, yet is excellent for spectators; 
(iii) has incoming and outgoing runners moving in the same direction  
iv) race site layout - other considerations 

 

Plan the siting of tents such that the view of waiting competitors is not impeded. The 
commentary position needs very careful positioning; the commentator needs to have a good 
view of the whole run-in including the finish line, but his chief priority is a clear sight of runners' 
numbers as they follow a fairly straight stretch of the run-in. It must not be possible for 
spectators to impede his necessary field of vision. 
 

Toilets should be as close as possible to the change-over areas and should include a urinal 
facility. 
 

Canes (preferably with cane eye protectors) and tape are fine for finish lanes, but posts and rope 
are required for spectator barriers, alternatively plastic barrier fence strung on lamp-irons works 
well - spectators press forward at relays. The further back the spectators, the better the viewing 
for the majority. The same applies for the area surrounding the prize giving platform. Strong 
winds billow tapes and seemingly block off lanes, so have sufficient canes/posts and in windy 
conditions take up slack with clove hitches.  If running power or communications cables along 
fence lines put them at the competitor side rather than the spectator side –away from spectator 
footfall. 
 

Siting of club tents should not be allowed close to the spectator barrier - it is best to leave a good 
area in front of the tents for walking and watching. Some rubbish sacks on posts make clearing 
up easier at the end of the day. 
 

Check the PA systems carefully to ensure that the one for announcement of incoming runners' 
numbers for the change-over pens is not generally audible to spectators, and that for general 
commentary cannot be heard in the change-over pens (but can be heard in all other parts of the 
arena). 
 
DIAGRAMS – tbc 
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4. ORGANISATIONAL POINTS 
An early decision to be taken by organiser, planner and controller together is the precise relay 
system to be used and how individual teams will be allocated particular course combinations. 
This decision is followed by creation of a carefully thought-out system which ensures that maps 
are printed correctly, have the correct control descriptions attached and are then bagged with the 
correct label. Bear in mind that in a relay the competitor cannot check his map as he starts. The 
Controller will want to check each map at different stages of the process. Bagging and labelling 
for 1000 teams takes about 140 man-hours. Bag 1st. legs of a class first; write team no. and leg 
on the correct map and bag, heat-seal the map into its plastic bag and put the two together. 
Before final closure, have someone do a double-check who was previously uninvolved. More 
than one copy of the list specifying team number and course variant for each team member is 
needed for effective working. Do a final check against the list that every competitor has a map.  
Some of the proprietary entry systems will also prepare the labels to be attached to the maps.  
Storage of the prepared map units is an issue as is transport from the preparation location to the 
event – which may be hundreds of miles away. See Appendix 6. 
 
The team number system used should be informative for spectators. The Open and Women’s 
Open classes might use numbers 1 - 199 and 201 - 399; Medium Open and Short Open can use 
501 - 699 and 801 - 999. All age classes should use a four-figure system with the age as the first 
two digits, i.e. : H35 : Open numbered 3501 upwards, Women’s numbered D3501 upwards (or 
3599 backwards - should there be more than 100 teams in a particular age class the Women’s 
could then be, e.g. 3601 upwards). 
 
Ad Hoc classes can have numbers in the 7000 - 9999 range.  For smaller relays and to save 
costs it is easier to use a straight-through number sequence, but this is less informative to 
spectators and is very difficult for the commentator if there is no computer system.  The 
purchase of enough team bibs is difficult to predict even when the traditional red / white (plain) / 
blue system is used – make sure that the supplier can get more to you if entries justify the need. 
 
Each team needs enough man-power to operate the back-up system if something fails. The 
possible failures are the radio or land line from the last control, the computer system and the 
power generators (and hence the PA unless separately powered). 
 
A computer system saves hours of work, especially in calculating and sorting individual elapsed 
times, and enables an excellent information service to be given, but the possibility of temporary 
or terminal failure must always be considered. 
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5. RELAY REGISTRATION: DECLARATION FORMS 
Normally all entries will have been made in advance, but a few last-minute entries per class, 
available at a high price premium, are appreciated, since not all club relay-entry secretaries are 
completely efficient!  A list of British Orienteering registered clubs is available from the British 
Orienteering web site. 
 
Many club relay-team secretaries do not know who has entered and so the publication of the 
entry list on the event web site will assist the club; without this facility this can lead to many 
queries and/or changes. 
 
The declaration form should be designed so that the information can be read from it in the 
correct order for input to the computer system.  Using boxes for each data field with a clear 
space for each letter or number ensures that only the number of characters allowed by the 
computer program will be used. British Orienteering membership number and e-card number will 
be required.  The information usually required is: 
 
     TEAM NUMBER:            CLASS:             CLUB: 
     TEAM NAME: 
     FIRST LEG RUNNER:   

(etc.) 
 
DECLARATION: I declare that the above team is eligible to run in this event, all runners being 
members of the above British Orienteering registered club. 
 
signed) ..................................................... 
 
Notes:  
 (a)  Team numbers: see chapter R4, organisational points. 
 (b)   The team name should have the club abbreviation as the first word. 
 (c)   Forename and surname of each runner should be given. 

(d)   Runners are allowed to run for one British Orienteering -registered club only, in a 
particular year.   

(e)   The wording of the declaration depends upon the event, but should always be 
there and be signed by the person registering the team. 

(f)   Registration of 'A N Other' should be allowed if, for example, composition of a 
team depends upon overnight progress of an injury. 

 
Registration; this sometimes appears to be open only at the most inconvenient times and places! 
Most teams prefer to register after the individual races are over, either at the individual race site 
or at the event centre that evening. There has to be a compromise between enabling late 
registration of teams and ensuring adequate time for typing in to the computer system.  
 
When competitors are present the previous day, registration on the morning should be allowed 
only in exceptional circumstances.  On the day, it should be made very easy for teams to declare 
changes in names or running order (with frequent reminders over the PA) and to inform of a 
change resulting in ineligibility. Such changes should be fed into the computer system, and so 
will be picked up by the commentary team. 

���������	 ���������	�����
�
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6. MASS STARTS, MINI MASS STARTS 
 
Mass starts 
The first start time - often for a junior relay which is a 'curtain-raiser' to the main event - needs 
careful timing; as a guideline, it should be possible for a family to depart from accommodation 10 
miles away from the venue no earlier than 0830 hrs and for one of the group to take part in the 
first mass start without undue hurry. This timing is out of consideration for local residents who 
have event traffic past their front door as well as for those who offer B & B, youth hostel wardens 
and so on. 
 
It is recommended that some thought be given to mass start times – here is a suggested method 
that seems to work well. Get a list of the expected winning times for each class - British 
Orienteering Guidelines plus the Planner's expectations. Then for each class, cut out a bar strip 
of card the relevant length for placing on a time-scale graph. Juggle these so that the anticipated 
finish times do not overlap and have reasonable gaps for the commentary to cope with prize 
giving in, say, three lots. Try to avoid leading elite runners coming through during the prize 
giving(s), too. The commentator will appreciate a copy of the resulting diagram. The main Men’s 
and Women’s Open classes should be timed so that their finishes are towards the end of the 
event, but not so late that some teams are still out when most people have gone home. 
 
Of course, lots of space is needed! Problems arise if the run-out into the forest is a narrow 
corridor, gate or bridge - runners are not known for giving way politely at the start of any, never 
mind an important, relay. If it is likely that many runners will leave along one path, it is best to 
have an official who will “waylay” the odd couple with the “excitable” dog out for a stroll in the 
opposite direction or at least advise them of the risk. 
 
A call-up earlier than necessary is not popular, especially in poor weather. The toilets should be 
handy. However, enough time is needed for all maps to be issued.  This can be done either by a 
“walk through” of the map tent or by placing the map by each competitor at the start line. In the 
former case one person can issue about 50 maps in two minutes if the runners are in numerical 
order (requires marshalling the competitors in a line before the walk through begins). In the 
second case this is more difficult with a large entry as well as ensuring that each competitor has 
the correct map.  Ensure that the PA will announce the call-up time for each class as it comes 
round. 
 
A check should be made with each class that everyone is wearing the correct (i.e. first leg) 
number. If a sponsor's name is on the bib, it has to be visible as well as the number.  
 
The Starter needs a megaphone to give any last-minute instructions and to announce -30 and -
10 seconds. A count-down after -10 is inadvisable, as it may encourage some runners to shoot 
off early. This can also be prevented with the use of a tape, but if the start line is long a tape is 
awkward and always some people end up getting caught in it, with resulting grumbles. 
 
The best Start signal is a whistle; a demonstration at about -1 min is useful. The Starter should 
stand in front, clearly visible. This should help avoid 'early' starts caused by, e.g. a spectator's 
portable air-horn.  
 
Mini mass starts 
 
Rather than pre-planning the times, it is best to have two or three of these, depending on the 
situation, setting off at the Controller's discretion. A log sheet should be completed showing 
actual start time and competitor numbers started and passed to the results team. The PA should 
announce each mini mass start about ten minutes before it is due to happen.  
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7. CHANGE-OVER 
For layout advice see chapter 3 in this section. 
 
Unless the landowner prohibits it, a loudspeaker announcing numbers - audible just in the 
waiting pens - is better for waiting competitors than a visible display. Best of all is when waiting 
runners can see the whole of the run-in with ease: see layout plans. The pen arrangements 
should allow junior and small runners, as well as tall ones, to see what is going on; the ultimate 
is a separate pen for each class, in a line alongside the run-in, if spectators can be on a bank 
higher up behind. 
 
The pens used should be large enough for waiting runners to jog around behind the crowd if they 
wish. A place for last-minute disposal of no-longer-required clothing should be provided in one 
corner - a couple of big sacks are usually adequate. 
 
One official with a megaphone can call for runners not in the changeover pen when the incoming 
runner arrives earlier than anticipated. This should not be the job of the PA. The arrived runner 
can have a special small area to wait in and where he can have a “quiet word in his team-mate's 
ear”, or not, when he eventually turns up. 
 
The officials should quietly try to see that everyone is wearing a number bib properly, and that no 
maps are being surreptitiously examined. 
 
A problem in relays is that timing is difficult at the change-over point but competitors are often 
reluctant to run on to the finish line. Positions can change in between! The finish should be as 
close as possible, but not of course interfering with the waiting runners' view of the run-in. 
 
Finally, as was pointed out at the beginning of this section on relays it is all about position  – 
the final run in should funnel down and officials should be present to ensure the proper order is 
established by punching at the finish of the final leg. 
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8. RESULTS PROCESSING & DISPLAY; IDENTIFYING PRIZE WINNERS 
The prime task is to identify the leading teams in each class at the end of the final leg and 
produce a prize giving list as soon as possible after the leading teams have finished. This task 
takes priority over all other tasks. The second most important task is to produce results listings. 
Results software will produce lists of classes and runners and their times throughout the race(s).  
The display structure should allow enough “milling” space and be high enough so that results 
can be seen over shoulders.  Classes should be spread out around the structure to again allow 
space for juniors to examine their results and seniors around another part.  Methods vary but A4 
sheets pasted to plywood works well but is messy for those who have the job.  Paper slid into 
plastic bags also works well – whether the boards are fixed or boards are replaced with an up to 
date set – the advantage of the latter is that the replacement sheets can be removed / replaced 
in the dry and out of the wind.  The equipment officer will want to know what results display 
system is being operated.   
 
The results team needs all the registration forms from the registration or enquiries point 
whenever new teams are registered or further non-eligible teams are notified. 
 
As for individual events, there should be an 'agony aunt', common to both the change-over and 
final-leg finishes, to whom competitors can relate sob-stories about their punching. 
 
Computer print outs will list for each class: 
 
1st: (Team number) (Club) (Team name)  
       (Total elapsed time) (Runners names) 
2nd    etc. 
 
The next task is a check that the prize giving sheet is consistent with the results display, and with 
the observations of a separate official watching the finish if such a person has been employed. If 
all is well, prizes can be presented. This can be done with a group of early-finishing classes 
whilst the event is still in progress.  
 
If all is not going well in the results tent and there is, for example, a delay due to software 
problems, this person will have to take additional steps to identify the leaders; every effort should 
be made to hold the prize giving at the time scheduled. He should work with the person-in-
charge results processing to direct priorities.  
 
The only further checks possible in this situation are with the finish observer, and against the 
team declaration sheets as earlier.  The Finish Observer (in motorsport terminology – a Judge of 
Fact) is normally named as an event “official” on the Official Notice Board. 
 
This person also can have the responsibility of deciding, with the help of the Controller and Jury, 
if necessary, whether or not a particular team was able to run competitively. Usually this will be in 
response to a complaint from another team. One way of minimising this kind of problem is to 
have the rules printed on the team declaration forms. 
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9. PUBLIC ADDRESS & COMMENTARY 
Detailed notes on commentary requirements are given in Appendix 4. Many computer system 
suppliers have tackled the commentary side very effectively. 
 
It is important to tell potential suppliers of the Public Address (PA) system just what is involved 
and, if possible, have them visit the site in advance. Explain that the spectators can be noisy and 
that clarity is very important. If a commentary hut can be hired, do so, but be sure it can be 
towed to the precise site where it is required. It should be big enough to house a large table (for 
computers plus commentators' notes and team lists) + 3/4 chairs. 
 
The advent of wired and wireless connection from controls in terrain are now able to give the 
commentary team real time information on competitors on courses and also gives the 
commentator the ability to compare the performance of one competitor against the others; for 
example “Heather Monro has just recorded the fastest time at the penultimate control”. 
 
The Organiser and Controller should be clear between themselves on who is authorised to make 
decisions on any changes to publicised arrangements and to pass these to the PA. The 
commentator should be informed of who is entitled to pass 'official' messages for 
announcement. 
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10. THE HARVESTER RELAY 
 
It is planned to include a chapter on the special requirements of the Harvester Relay in the 
Fourth Edition. 
 
But not yet realised! 
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SECTION D JK AND BRITISH CHAMPIONSHIPS WEEKENDS 
 

1. JK - GENERAL ORGANISATIONAL POINTS 
 
The JK in particular, as an event covering four days and with a very large entry, probably 2500 to 
3000, held on a holiday weekend at a time of year when the weather can be changeable requires 
extensive and thorough preparation. The Co-ordinator is really a Director and has to be prepared 
to spend many hours on the event ensuring that all aspects will run smoothly. Competitors 
attending the weekend - often including many from other countries - expect very high standards, 
not least in the quality of presentation of the competition and the social events.  
 
This event may or may not incorporate the British Orienteering AGM If it does, the major 
headache is when to hold the individual event prize giving; there are quite strong arguments for 
and against almost any possible time!  
 
The JK individual entry form is best circulated to all British Orienteering members with whatever 
mailing goes to members in December from British Orienteering office – there may be a mailing 
supplementary charge for this – ask National Office. This date sets earlier deadlines for final 
decisions on fees, any special arrangements, and the design and printing of the entry form. A 
basic information sheet and entry form aimed at non-UK residents should, if possible, be 
available at major events abroad the previous summer, in particular the Swedish 5-Days in 
July/August. An advert in other national orienteering journals and “Orienteering Today” and 
“Orienteering World” can also be considered. 
 
The Relay entry form is sent out direct to club secretaries.  The programme takes a lot of 
preparation, and many of those required to contribute information for it have difficulty in making 
the deadlines. The choice of Editor should take this into account! Despite the extra cost and bulk 
of the programme, competitors do appreciate having a complete start list and not just details of 
their own start times. This can be printed to a strict time schedule on lighter-weight paper and be 
the inside pages when the programme is stapled. As not everyone needs a personal copy of the 
programme and results, it is good practice to list these separately on the entry form with a 
separate charge (note - one set now costs about £1.50 including postage).  However much of 
this information is published on event web sites and the number of hard copy requests is 
decreasing over time. 
 
The event centre is more extensively used than at any other event, and has to be a large 
building with easy access for goods and equipment and plenty of nearby car-parking space. A 
Sports Centre or school usually serves well. It is likely that the following facilities will be wanted: 
a large area for initial registration and for event shops (Friday and to some extent other evenings 
- a sports hall is fine); enquiries point; an administration office with photocopier and other office 
equipment, and the site of an emergency telephone number known to the Police and other 
services and, if thought appropriate, to competitors.  Whilst press coverage is still sparse at UK 
events a press office with desktop PC and internet access and telephone may be made 
available; rooms for meetings and film shows; a room to be used as the computer centre; 
equipment rooms; much wall-space or many display boards for each day's results display; prize-
giving hall (Sunday); relay registration site (evenings); halls and rooms for discos, ceilidhs and 
other social events; large bar; catering facilities - both snacks and hot meals (well used in the 
evenings if efficient with a varied menu, cheap and well-publicised); notice-boards for event 
information and for competitors' use. The event centre should be well signposted both outside 
and in. The Event Centre Manager has plenty to do! 
 
British Orienteering may appoint an experienced Press Officer to cover the event who will 
dispatch results, a report to national newspapers and will liaise with the local press. With an 
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invitation sufficiently in advance coupled with active persuasion, regional TV coverage is usually 
achievable. 
 
The prize giving is an important part of the weekend and needs slick organisation if it is to be 
completed within a reasonable time. It should start no later than 2000 hrs. See Section 18. With 
such a large number of people visiting what is often a small town, provision of social activities is 
a 'must'. The most popular are a junior disco (1800 to 2100 hrs) and an all-comers disco (2100 
hrs onwards) - these do help to keep groups of juniors off the streets where they are prone to 
attract the interest of local youths who may regard them as invading their 'patch'. At the JK there 
are enough people interested in a ceilidh to make this worthwhile; it works well if it immediately 
follows the prize giving. A band for more general dancing is also worthwhile if it is a good one 
and there is a bar nearby too. Concerts, video shows and the like have not, on the whole, been 
well supported in the past. 
 
The local Council may be prepared to host a reception, often in the Town Hall, providing drinks 
and a finger buffet and inviting around 100 Orienteering guests. The guest list should include 2 
representatives from each country with runners at the event, British Orienteering Officers and 
other well-known orienteers including top elite runners, and representatives of the organising 
team. Consult the British Orienteering Chairman to check that no one important has been 
inadvertently omitted. The local Mayor and the British Orienteering Chairman will make short 
speeches, and a good number of local Councillors will be present and will mix with the orienteers 
and show off the local silverware etc. Any other hospitality away from the event sites will 
normally be organised by British Orienteering. 
 
A report for the benefit of future JK organisers, contributed to by all major team leaders, is much 
appreciated and very valuable in adding to the general fund of knowledge of what does and does 
not work and, not least, contributing to updates of the advice given in this Handbook.  A 
presentation to the Major Events seminar in the following late summer is often requested by the 
Major Events Coordinator. 
�
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2. JK - EVENTS 
 
Because of the time of year, it is wise to make contingency plans for bad weather hampering or 
preventing access to car parking areas, unless these are hard standing. Competitors will 
appreciate delayed starts and long walks more than being in, one of many, traffic-jam-ridden 
cars with no information available, or in a car bogged down in a field waiting with many others to 
be towed out. The best alternative is to have a dropping-off point as close to the assembly area 
as possible, and a minibus service to transport drivers to and from the alternative parking area. 
Hand-outs explaining what is happening should be in plentiful supply.  This has an extra call on 
manpower of course. 
 
Sponsorship may pay for enhanced facilities in assembly areas. This has to be repaid by good 
presentation of the sponsor's start and finish banners, etc. in well-ordered surroundings, i.e. no 
scruffy tape! The sponsor will be hoping that photographs showing his banners in a good light 
will appear in a national newspaper. British Orienteering National Office and the British 
Orienteering Officers can be expected to give advice and support in what the sponsor will 
provide and expect, if the sponsorship has been negotiated at national level. 
 
There is always a need for a hospitality tent at the JK assembly areas, with parking space 
adjacent. The hospitality, and the associated labour, is likely to be provided by British 
Orienteering or the sponsor; if the latter, he or his agent may wish to bring a large vehicle onto 
the site. It is valued if the event co-ordinator and other chief officials can call in, and one or more 
officials may be needed to give visitors a guided tour including a sight of what is going on in the 
forest. Some blank maps and maps with the elite courses should be available (hidden in a 
corner!). 
 
It is normal to have a full commentary at the JK individual events as well as at the relay. Hence 
everyone wears a number. 
 
The JK Relay is nearly always a particularly frenetic affair! Foreign teams who have won trophies 
and/or prizes may wish to leave quickly to catch transport home - be prepared for this possibility. 
A marshal near the last controls is likely to be needed to stop spectators encroaching into the 
forest - in any case this area should be well taped. 
 
Any photographers wishing to go in the forest need to be representing a recognised paper or 
magazine or have the specific approval of the Controller. Normally they should be accompanied 
by an event official and be given a special Pass.  
 
Many competitors like the opportunity of a training event – this may be to limber up but it may be 
to acclimatise to complex contour detail of a dunes area.  The siting of training events should be 
considered in relation to the direction of approach of most competitors. The main event shops 
generally like to be represented there, although their main stall will be at the event centre. The 
organisation of these events is generally left separate from the main organisation and in the 
hands of a single club, but aspects of the map, control site configuration etc. should correspond 
with those for the main events. 
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3. BRITISH CHAMPIONSHIPS WEEKEND 
 
This too may or may not incorporate the British Orienteering AGM If it does, the major headache 
is when to hold the individual event prize giving; there are quite strong arguments for and against 
almost any possible time! The most favoured time seems to be about one hour before the relay 
prize giving at the relay site. If the AGM is scheduled for another weekend, then the Saturday 
evening is available for the prize giving. 
 
Most of the points made in the JK sections apply also to the British weekend, albeit on a smaller 
scale; entries here may be 1000 to 1500+ dependent on the region in which the event is being 
held. Proper provision for the main sponsors will again be a major consideration for British 
Orienteering Officials. 
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SECTION E – TRAIL-O 
 
The discipline should be included in all major event programmes from the initial discussion 
stage.  Consultancy and assistance from those experienced in Trail O is available. Organisers 
should refer to the specific detailed material found on www.trailo.org much of which has been 
produced by Anne Braggins and Brian Parker and is constantly being updated.  A separate team 
of officials will most likely be required to work with the overall Co-ordinator. 
  
However, integrated events are to be encouraged benefiting as they do with assistance in the 
infrastructure, budget and publicity from the primary event(s). An encouragement for such 
cooperation from the beginning is something that has been missing in the past and has resulted 
in far fewer events than the Trail-O community has found desirable. 
 
It should be recognised that this is a growing branch of the sport in the UK and is gradually 
finding its feet.  However, those responsible for event budgeting should recognise that this may 
have a negative  impact on the overall budget and may also be costly in personnel. 
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SECTION F ENDPOINTS 
 

"I would never have expected ...." 
 

(a)   "... so many people to fail to meet deadlines." Given the nature of the task, it is 
essential to make all concerned realise that missing deadlines is more than just an 
inconvenience. Be prepared to take emergency action, including 'sacking' somebody and 
replacing him with someone else, as soon as the somebody's lack of action becomes 
critical. Those who meet deadlines do a good job, those who don’t.... 
 
(b)   ... helpers to arrive so late." Don't expect everyone to arrive in reasonable time to 
park, go to the loo, find their site and settle in. Decide on an early arrival time and insist 
on it.  This is especially necessary for those bringing items of equipment like start clocks. 
 
(c)   "... so much time to be needed to look after non-orienteers." St. John, food sellers 
etc. expect to drive on to the site at 1000 hrs; Press and VIPs invariably get lost and end 
up in the wrong car park. Sometimes they all need towing out at the end! 
 
(d)   "... orienteers to be so selfish about parking." It would be nice to use wheel-
clamps on those who re-park on verges close to the assembly area, blocking the way for 
coaches etc. 
 
(e)   "... how valuable a forest vehicle (e.g., a Land Rover) and a readily-accessible 
photocopier would be." Have a tow-bar and rope with the vehicle, it may be well used!  
 
(f)   "... how difficult it was for people to adjust to the scale of the event." This applies 
to peoples' different ways of organising themselves and other people and the time-scales 
they set themselves. They will not panic early enough! - and one of the Co-ordinator's 
roles is to get them into panic mode when necessary. Two areas where the scale of 
operation is not always fully realised is producing and printing the programme (including 
all providers of information meeting the necessary deadlines) and acquisition of 
equipment. 
 
(g)   "... that so many SAEs would have self sealed because the flap had not been 
tucked in, had been used 40 times before, or asked for 5 sets of results with a 19p 
stamp". 
 
(h)   "... it to be such hard work, but at the same time so enjoyable." The words of a 
well-organised organiser or co-ordinator who has a broad vision of what goes into making 
a successful event, who is good at delegating and, where necessary, chasing people up, 
and is always determined to enjoy life however bad things seem to be. And who thinks 
that fellow orienteers are extremely pleasant people to work with! 
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APPENDICES      

APPENDIX 1.  SAMPLE BUDGET FOR A MAJOR EVENT 
 
      
       
INCOME    BUDGET  ACTUAL 
       
Event Entries  Number Fee    
Early Advance 
Entries Family      
 Senior 500 12 6000   
 Junior 100 5 500   
     6500  
Advance Entries Family      
 Senior 400 13 5200   
 Junior 50 6 300   
     5500  
Late Entries (No 
EOD) Family      
 Senior 100 15 1500   
 Junior 50 7 350 1850  
     13850 18014 
Relays 3 man teams 250 27 6750   
 Junior Teams 40 12 480 7230  
      10741 
Other Income Traders   200  100 
 Adverts   100  0 
 E Card Fees   150  0 
 Bank Interest   50  123 
 Sponsorship     544 
       

 
Results 
Booklets  100 250   

       

 

British 
Orienteering 
Trustees     700 

 Elite Maps     293 
 Mini Bus Transfers    460 
 Sundries     84 
 Colour Coded     175 
 Trail O     6 
 Event Clothing     173 
       
Total    21830  31412 
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APPENDIX 2.  SAMPLE ASSEMBLY AREA LAYOUT PLAN 
(Based on BOC 2005) 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Car Parks 

Club Tents 

Download 
Enquiries 
First Aid 

Toilet / shower 

Traders 

STARTS 
Elite route to spectator 

Run in 
Reception 

Day Parking Route 

 

Elite Drinks 

Ocean Venue 
Prizegiving 
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APPENDIX 3 EQUIPMENT CHECK LIST 
Some firms specialise in requirements of sporting events and produce catalogues. These 
include: 
 

Silva (UK) Ltd., PO Box 53, Egham, Surrey TW20 8SA. 01784 471721 
Stacy & Son Ltd, 6 Brewery Fields, Church Street, Great Baddow, Chelmsford, CM2 7LF. 01245 
74322 to have the catalogue sent to you via post email catalogues@stacyandson.co.uk or visit 
www.stacyandson.co.uk    
 
Have you remembered....? 
 

Banners. 
 
Bags  - personal for clothing; map bags; clear polythene shredder bags (larger than dustbin 
bags, for weather protection for map boxes and many other uses); rubbish sacks. 
 
Crates  – plastic folding, for maps in start lanes and map exchange. 
 
Clocks  – LED or flip-over display clocks for each start; bleeping start clocks; display finish clock.  
Master radio controlled clock(s) so that all read the same time [national radio clock, MSF Rugby - 
MSF is the radio signal which broadcasts the national time standard for the UK. The MSF service 
broadcast from Rugby is the principal means of disseminating the UK national standards of time 
and frequency which are maintained by the National Physical Laboratory].  
 
Clothing reclaim  - tape and labels for squares; permanent markers for labelling individual bags; 
large bags to hold many individual bags; transport, if required. 
 
Colour-coded courses  - simple Start and Finish equipment, timing, tapes, control cards, 
separate drink supply etc. 
 
Cups  - number depends on whether drinks in bottles or cartons will be supplied at the Finish. 
Needed for refreshment points on courses? 
 
Drinks  - bottled water is a convenient way to supply drinks at the finish, can be bought in bulk 
from local cash-and–carry but remember that the carry part of the transaction is heavy – you’ll be 
moving several tonnes of water.  Shop around for the cheapest price – and they may deliver too. 
 
Erection teams  - at least the day before the event, and probably earlier too if stiles have to be 
set up. A lot of manpower is needed if it is necessary to transfer equipment between days of a 
multi-day event; this is not advised for other than electronic and other small items, and travelling 
and re-erecting time should be generously estimated. People experienced in tent erection should 
be sought for this work.  Marquee hire usually includes erection. 
 
Event Centre  - needs depend upon what it is used for. Consider making the Event Centre 
Manager responsible for getting his own! 
 
Finish equipment  - including all taping, posts, canes, lamp-irons etc. 
 
Fire extinguishers  - can be hired commercially, but a firm might also loan them. Have at least 
one around the Finish area - especially around generators, etc 
 
First Aid  - emergency rucksack, stretcher; St. John/Red Cross; rescue team if appropriate. 
 
Fuel  - for generators.  Stored away from the generator – but not so far away that filling the 
generator becomes impossible.  Think about a spill kit for environmental protection. 

���������	 ���������	�����
�
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Furniture  - tables, chairs.  Generators, leads, uninterruptible power supply (UPS) - may be 
provided by computer service. Can be hired from local builders hire depots.  The UPS allows you 
20 minutes (or so) to change a failed generator (provided it works!). 
 
Hardcore  - for parking field entrances. 
 
Heat sealers.  For bagging maps – may need several for the map bagging team(s) 
 
Insurances  - see Finance, sub-section A7 
 
Kites - usually available from association club sources or may be bought specifically for the 
event. 
 
Ladders or high steps  - for erecting banners, etc. remember H&S issues 
 
Notice boards and signs  - any sign makers will provide signs for major events – Correx® is a 
versatile material that can be stapled to posts etc and will last for years.  Signs professionally 
made give the event a professional air – resist, at all costs, the felt tip pen on board approach.  
Signs are best mechanically (i.e. fastened with a staple gun and at least 12mm staples) fixed to 
posts – signs attached by string to lampposts will invariably turn in the wind or by some 
“unfriendly” hand. 
 
Numbers  - competitors chest race numbers are obtainable from, amongst others, Stacy & Son 
Ltd., 6 Brewery Fields, Church Street, Great Baddow, Chelmsford,CM2 7LF, tel. 01245 74322; 
they will print to your design including sponsors' logo and different colours. Try also Pymmwenn 
58 Dagless Way, March. Cambridgeshire PE15 8QY 01354 658215. Running Imp have a good 
reputation too; Running Imp International Sports, Millennium House, Limekiln Way, Greetwell 
Road, Lincoln, LN2 4US, Phone: 01522 521013 www.runningimp.co.uk  
For relays, it is advised that you read the section on class numbering in Appendix 4 before 
planning number sequences and ordering. 
 
Orange juice  - see drinks. 
 
Overnight security  - easiest to persuade someone to camp at each site. 
 
Parking  - orange bibs, pointing “hands”, small stakes / bamboo canes for layout guidance. 
 
Passes  - vehicle passes for officials, helpers, Press and VIPs. 
 
Pins (safety)  - in bulk from the suppliers of numbers.  Decide whether to let teams select their 
own or it is a(nother) thankless task to put bunches of 4 per bib into each team bag. 
 
Post box  - for results envelopes for colour-coded courses. 
 
PA system  - a professional firm should be used; they can usually supply short-distance radio 
links and telephone land-lines as well – radio mike too. 
 
Punches . Will probably be attached to the e-punching kit hired in from clubs but check that this 
is the case – and whoever puts the kit out looks to see if it is still attached 
 
Results display  - depending on the system used: display boards, supports, wallpaper paste + 
brushes + table, + plenty of staplers and staples. Card label for each class. Work out the space 
needed per class carefully; it is surprising how often the length allowed proves inadequate. 
Alternatively boards and plastic bags. 
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Rope - for any handrails needed (e.g. wide stream crossings) and in case required for 
emergency tent repairs. 
 
Rubbish  - the local authority may be prepared to provide black sacks free of charge. Disposal 
needs careful thought; hire of a skip should be considered.  Whatever method is employed it is 
the events responsibility to remove the arisings from the event in a sustainable fashion. 
 
Scaffolding  - good for banners etc., but heavy and awkward to handle.  H&S considerations 
before using it. 
 
Signs  - see Notice Boards. 
 
Stationery  - list too long but don’t forget the scissors, staple, sellotape, etc 
 
Stiles  - these need to be wide enough to allow two people to cross at the same time. Aluminium 
scaffolding frames, one each side of the barrier and tied together at the top, are easy to 
manhandle but are slippery when wet. Alternatively, purpose made, wooden structures are also 
fine – although may be heavy to handle if carried some distance to the point of use.  Carpeting 
or plastic, foam water pipe lagging is needed to cover barbed wire. 
 
String Course equipment  - string, kites, cartoon characters or themes can be created etc. 
 
Tape - for car parking, assembly area, starts, finish, map exchange, dangerous crags etc. 
Red/white diagonal tape can be obtained in 500m. reels from builders’ merchants - it is best 
bought reeled rather than bundled. Try to get the thickest gauge possible. 
 
Tents  - Registration / Enquiries tent, say 12' x 12'; Results tent, say 28' x 14'; Timing tent 
(small); equipment tents (if needed); hospitality tent, say 12' x 12'. 
 
Tent pegs  - for pegging start tapes etc. 
  
Timber  - most cheaply bought from a local saw-mill, not a DIY store or builder’s merchants.   
 sundry stakes to suit notice boards, signs, flags, finish run-in, results display; 
 A hired post driver saves a lot of work. Nails, 12mm staples & staple guns etc. also 

needed. 
 
Toilets  - see Event Facilities section. For suppliers of Portaloos see your local Yellow Pages: 
  
Tools  - a full set of tools plus a variety of spare stationery should be on site. 
 
Tow Rope.  And something to attach it too – a 4x4 or tractor might do 
 
Traffic signs.  May be obtained from AA or RAC but are expensive – could make your own but 
local Highway Authority will remove if left in place for more than 24 hrs. 
 
Transport  - hire of van(s), minibus(es) as required. Clothing transfer during the event can 
require more than one vehicle. It has been found best not to have a separate transport co-
ordinator, since equipment and transport are largely inseparable. 
 
Watches (on main Officials wrists)  - set to race time, as back-up for clocks. 
 
Water  - the local water company may supply free, or a commercial company can be used to 
provide a supply in a tanker. Up to 500 gallons can be needed per day.  However, these tankers 
may have different tow hitch arrangements although the local TA may be willing to help with 
equipment – e.g. tents.  If in doubt check. 
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APPENDIX 4 GUIDELINES FOR PA AT RELAY EVENTS 
INTRODUCTION 
These notes apply to the JK Relay and British Relay Championships in particular, and will have 
some relevance also for events such as the Scottish Relay Championships and the Relays at the 
White Rose weekend. 
 
An essential ingredient of a successful Relay event is an effective public address and 
commentary which aims to provide, for competitors and spectators: 
 (a)   information about the competition and organisational detail; 
 
 (b)   an announcement service for individual messages; 
 
 (c)   an informed commentary on the progress of the races; 
 
 (d)   provisional results for each class. 
 
Separately, it may be necessary to announce numbers of incoming runners to those waiting in 
the change-over-pens; there are alternatives to a PA system for this, but the general preference 
is for an audible rather than a visual system. 
 
The amount of planning and attention to detail required to achieve an effective system must not 
be under-estimated! 
 
Facilities required 

(a) A high-quality sound system which can transmit adequate sound to all parts of the 
assembly area without distortion and will operate without more than token interruption for 
up to six hours.  The generator should be sited away from the main speaker point.  Two 
microphones should be available at the commentary point, one having a long enough 
lead to be taken 'outside' for interviews.  Towards the end of the competition, one of 
these microphones should be transferred to the prize-giving point.  Alternatively radio 
microphones are useful for roaming commentators. 

 
A separate link from near the last control may be needed to feed;  

(i) the changeover pen speaker system and  
(ii) the input to the commentary computer system.   

 
This link can be by short-wave radio transmission or a hard wired, but must be capable of 
sustained high-quality sound.   

 
The main speakers need to be sited and directed in such a way as not to interfere with 
the announcement of numbers to the changeover pens. 

 
(b) A caravan, tent, hut or gantry for the commentary team, situated away from 
spectators and waiting runners and with a clear view along the run-in from as narrow an 
angle as possible.  It should also be possible for the commentator to see the Finish line.  
Wind and rain must be excluded, but equally a glass panel without a 'windscreen wiper' is 
useless in rain! 
 
At least two seats, with plenty of bench or table space for notes, programmes etc. 
 
 (c) Whilst the races are in progress, 4 people at any one time: 
 
     (i)  the main commentator; 
     (ii)  an observer / prompter - good if he knows a lot of elite runners; 
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     (iii)  a recorder / statistician; although the computer link should give 
            much of this information 
     (iv)  a person who takes messages, deals with problems, supplies, 
            sustenance and generally liaises with the outside world. 
 
 (i) and (ii) should have access to binoculars. 
 
It is wise to have one person overall i/c who does not run in the event and is present 
throughout.  Clear schedules for the availability of the rest of the team should be worked 
out in advance.  The person in charge should have been a member of a commentary 
team before, and should be involved in the layout and system planning in advance of the 
day. 
 
With a really good computer system and a compact layout with good visibility, it is 
possible for the whole task to be undertaken by no more than three competent people. 
 
 (d)  various prepared notes and recording sheets - see Appendix 1 - plus clipboard, scrap 
paper, pens etc. 

 
Computer System Requirements 
A current specification isn’t available although contributions are welcome. 
 
For each incoming runner, the screen display should show class-leg number, position of team in 
class, team number, team name, time behind the leader, name of incoming runner, name of 
outgoing runner, all across one line.  First six in each class should be colour-highlighted.  The 
scroll should be adjustable to ensure that the commentator can see the information he wants at 
the time he wants it - when the competitor is just in sight of the spectators and for as long as 
possible thereafter. 
 
A facility is useful which predicts the arrival of leading teams based on estimated leg times, and 
which is adjusted automatically to the actual time for the first leg for second and third leg 
displays.  Access to a display of the leading positions in each class (team numbers, team 
names, times behind leader) should be available at any time.  A compact print-out of team 
numbers / names / runners should be provided before the start of the races. 
 
Relay Numbers 
If sponsors have been attracted to the event don’t forget to put the logos on the numbers too! 
The system used should be informative for spectators.  The Open and Women’s Open classes 
should use numbers 1 - 199 and 201 - 399; Medium Open and Short Open can use 501 - 699 
and 801 - 999.  All age classes should use a four-digit system with the age as the first two digits, 
i.e.: 
 

H35: Open numbers 3501 upwards, Women’s numbered D3501 upwards (or 3599 
backwards - should there be more than 100 teams in a particular age class, the Women’s 
would then be, e.g. 3601 upwards). 

 
     Ad Hoc classes can have numbers in the 7000 - 9999 range. 
 
For smaller relays and to save costs it is easier to use a straight through number sequence, but 
this is less informative to spectators and is very difficult for the commentator if there is no 
computer system. 
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Points on Commentary Procedures 
Race time should be ascertained before the first start and announced to spectators.  A list of 
call-up times should be prepared in advance and displayed prominently to avoid any omissions in 
their announcement. 
 
Guidance to spectators on the assembly area layout is useful as the event gets under way.  
There is scope for comment and speculation on likely leaders through intelligent observation of 
the team lists print-out coupled with lists of results from previous Relays + 'known form’. Non-
competitive teams should be reminded to declare themselves as such to the organisers, but it is 
helpful to the commentary team if they are invited to inform them too, especially if the team is 
likely to hold a high position. 
 
The commentator may be unable to see the mass start although with a radio mike these could 
be covered from the start line itself! 
 
The Recorder's main job is to record the club abbreviations of the leading six teams in each 
class as they come through, plus time behind leader if possible, and point out to the 
commentator all changes in order in subsequent legs.  At times of high pressure the Open 
classes take priority.  He can help to ensure that summary information on each class is 
broadcast from time to time.  
 
The Observer needs to be particularly vigilant for leading runners in any class missed by the last 
control and thus not appearing on the computer screen, or shown in second (or worse) place 
because of a mis-punching; sod's law applies remarkably frequently in this area, and the knock-
on effect in providing inaccurate information for the class(es) affected can be extensive and 
embarrassing. 
 
Best practice is that for messages to the commentary team for announcement should be made 
only in writing.  Most particularly, any notification of a significant change in organisational 
arrangements must be double-checked with a senior official (preferably the Organiser or 
Controller) before being announced.  The commentator must avoid broadcasting rumour as 
though it were fact (of, e.g. disqualification, non-competitive team, misplace control) until 
confirmed officially.  The Organiser should be aware of the value of good communication to the 
spectators via the PA system and should set up processes which ensure that interesting or 
important information such as a leading disqualification is passed on via the PA as soon as it is 
known. 
 
The PA should not be expected to call for runners required at the change-over pen. 
 
Commentators 
British Orienteering should keep a record of experienced, competent, commentators and advise 
JK and British Relay co-ordinators of who might be approached at least 6 months prior to the 
event.  Ideally the register should include names from all Associations. 
 
The person in charge of the commentary team should be responsible for providing pre-prepared 
information sheets, pens, paper, and binoculars.  The event Organiser should be responsible for 
providing everything else, including all personnel (except by arrangement with the chief 
commentator), and the team lists on the morning of the event. 
 
 
 
 
JC Allen  9/6/90 
mod RH Jan 2006 and Feb 2008 
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APPENDIX 5 ADVERTISING - ENTRY FORMS - PROGRAMMES 
While each organising team stamps its own personality on the format and presentation of event 
literature there are items that should be included to protect the organisers and prevent criticism 
from competitors. 
 
ADVANCE ADVERTISING - FLYERS 
     Date 
     Venue 
     Event Status 
     Closing date(s) 
     Address for obtaining entry forms 
 Web site 
 
DETAILED ADVERTISING 
     Date and venue (Grid reference) 
     Directions (Need only be approximate at this stage) 
     Map details 
     Organiser 
     Planner 
     Class of event and courses 
     Split times available? 
     Entry Secretary's address 
     Special entry form required? 
 Web site 
 On-line entries? 
     Fees 
     Pre entry/ Entry on the day 
     Closing date(s) 
     Car Park/Assembly/Start/Finish details 
     Dogs:  Not allowed? 
       Allowed in car park/assembly area? 
        Kept on lead? 
              Poop scoops required? 
 
Declaration that in the unlikely circumstances of the event being cancelled or curtailed then the 
organisers reserve the right to retain all or part of the fees. 
 
DATA PROTECTION ACT 
Entry details will be stored on a Computer.  It will not be possible to process an entry for anyone 
who objects to having his or her name so recorded. 
 
Experience shows that the majority of queries asked of organisers are about entries.  It will save 
a lot of time and money if only the Entry Secretaries address and telephone number (albeit with 
specific times for use) are shown.  There are of course exceptions to this – a web contact 
address us useful too.
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ENTRY FORM 
Name of event and date 
Competitor's name, address and telephone number 
 
Entry details should have space for the following information (based on British Orienteering 
Standard Entry Form) 
 
 British ORIENTEERING membership number 
     Class: Man/Woman 
       Age 
       Long/Short or JM/JW 
     Full Name - Forename first (max. 20 letters) 
     Club initials 
 e-card numbers (SI or EMIT or both) 
     Preferred start time 
     Split start times Y/N? 
     Ranking Position, optional 
     Badge Standard, optional 
     Year of Birth 
     Fee (Per individual) 
     Total Fees enclosed 
     Number of copies of pre-race information? 
     Number of copies of results? 
 
Have you remembered to enclose:- 
 
     1. Two suitable SAEs 9" x 6" (C5) 
     2.    A cheque/P.O. made payable to the organising club. 
     3.    Details of international money order etc. for overseas  
  competitors. 
 
Data Protection Act.  Entry details will be stored on a computer.  It will not be possible to process 
an entry for anyone who objects to having his or her details so recorded. Personal data shall be 
recorded only for the purpose of running this event, and shall not be further processed in any 
manner incompatible with that purpose. 
 
Multi-day events may require an extended entry form or even an additional form to cover details 
of accommodation and entry to social events. 
 
 
Remember! : 
 
DO NOT PRINT VITAL INFORMATION ON THE REVERSE OF THAT PORTION OF THE 
ENTRY FORM WHICH WILL BE SENT OFF TO THE EVENT. 
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PROGRAMME 
The production of a multi-day programme is an exacting task, preferably given to an experienced 
orienteer with knowledge of word processing.  The important aspects of the programme are 
unified presentation of each day's details and clear precise information.  Where details cover all 
days of the event then they should preferably be presented together once only, under "General 
Competition Notes".  (Pages cost money). 
 
The format and content (thickness) of the programme will depend very much on the land areas 
chosen and the availability of the event centre and social programme.  A suggested outline 
layout upon which to build is detailed below:- 
 
    Index and emergency phone number 
 
    Welcome; by British Orienteering Chairman, Co-ordinator and appropriate local dignitary. 
 
    Welcome; By Sponsor or other. 
 
    Venues with local/sub-regional area map. 
 
    Event Centre details. 
 
    Registration. 
 
    Social Programme. 
 
    Details common to all days  (General Competition Notes)  *1 
 
    Training Day or Sprint Event      *2 
 
    Course details (Length and Climb) 
 
    Individual Day 1        *2 
 
    Individual Day 2        *2 
 
    Relay         *2 
 
     Photographer: including policy for Child Protection, etc 
 
    Acknowledgements, including sponsors names and/or advertisements  
 
    Event Personnel



 80 

*1 GENERAL COMPETITION NOTES  
These should contain any information that is the same for each day. 
 
    Safety.  Including Registration of sole competitors. 
    Control Sites. 
    Punching type and format, e.g. SI or EMIT 
    Damage. 
    Out of bounds areas. 
    Permission to enter terrain for photography. 
    Complaints / Protests. 
    Dogs. 
    Smoking. 
    String Course. 
    Refreshments. 
    British Orienteering Tent. 
    Traders. 
    Entry Secretary's telephone number for entry queries and when not to call. 
 
 
*2 INDIVIDUAL EVENT DETAILS  
    Location, name and map reference. 
    Day and Date. 
    Organising club. 
    Officials 
    Diagram of distance from event centre, parking, assembly and starts is  
    very useful. 
 
    EC �  50km �  parking then1.5km �  Assembly  2.0km 200m �  Start 1 
                                                                  3.0km 300m �  Start 2 
                                                  0.4km 40m   �  FINISH 
 
Accurate distances of travel (with climb) are a great help in getting competitors to the start on 
time.  Time of travel should be tested, especially if climb is involved: not by M21's, but W10's and 
W65's for the slowest age group at the relevant start. 
 
    Travel directions 
    Car park and Assembly 
    Registration 
    Courses 
    Facilities 
    Terrain 
    Entry on the day 

    Road crossings 
    Out of Bounds 
    Map exchange 
    Clothing 
    Finish 
    Results 
    Prize giving 

 
Where possible many of these items can be included in the general competition notes. 
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APPENDIX 6   
PROCEDURES FOR LABELLING MAPS AND BAGS AT LARGE REL AY EVENTS 
Relays such as the British and JK can involve up to 700 teams of 3 runners in 20 classes thus 
making it essential to be systematic in ensuring that the right maps gets to the right runner at the 
right time. Although largely organisational this job is the responsibility of the Planner who has to 
liaise with the Entries Secretary, the Computing team and Start Team leader. 
 
The advent of extensive computing capacity has eliminated the chance of many repetitive errors 
but the ’rubbish in – rubbish out’ syndrome means that very thorough checking must be done at 
all stages. 
 
Professional Computer entries, labelling and result s services 
There are several groups offering this service and although not cheap it can remove a great deal 
of unnecessary effort and stress and is recommended. 
 
Planners diary 
Courses will have been planned using either OCAD or CONDES course planning programmes 
and should all have been approved by the Controller at the latest 1 month before the event. 
These course files must include a clearly labelled course coding included in the control 
description panel to reflect the ‘Gaffling’ agreed with the Controller. 
 
Digital printing is particularly suited to Relays where up to 70 different courses have to be printed 
and with proof copies easy to obtain the Controller should have had adequate time to check what 
the competitor will see before the final print runs. 
 
In conjunction with the Organiser and Entries Secretary the number of entries for each class 
must be agreed which will allow decisions about team Bib numbers to be made. 
 
Computer Team requirements 

·  Not later than 24 days before the event, the Computer Team will need the following 
information: 

·  What courses are required (In the case of BOC 2005 - 9) 
·  How they are to be ‘Gaffled’. One Gaffling cycle needs to be supplied. 
·  Current team and class entry data. 
·  Course details and control codes for results processing etc.(The 
·  event data files from OCAD and CONDES can easily be transferred) 
 

Labels and maps  (should be available not less than 18days before event) 
 Sheets of self adhesive labels together with summary class entry lists will be supplied by 
the Computer team. Copies of these lists can go to the organiser and the commentary team who 
will have direct computer feed from the results team. 
 
 Final map print runs should arrive at same time and be stored in sealed bags to prevent 
any possibility of courses becoming mixed. 
 
Labelling maps 
 One person, preferably the Planner, working alone and not under pressure, should match 
maps to labels and stick labels on back of correct map.  
 If label is stuck on in the top right hand corner it will be visible when map is folded and 
sealed. 
 
 Once labels have been attached maps should remain in class order and be replaced in 
storage bags. 
 



 82 

Map bagging (if using paper maps) 
 From this point a team can be brought in to complete the final stages of bagging, folding, 

securing and packing. 
 
 Using '300 gauge' bags that are slightly over-size in both length and breadth makes job 

easier. 
 
 Heat sealing, ensuring that air is excluded from map; can use 'Impulse' heat sealers 

which are both accurate and have a high throughput.  
 
 After bagging it is useful to cut off excess polythene extending beyond the seal using a 

rotary guillotine. This makes folding easier. 
 
Map folding, securing and packing 
 All maps are now secure and identified to each team member but need to be folded to 

hide the printed course.   
 
 Assuming map is A3 in size then one fold in half horizontally and then a second fold 

vertically will hide the printed map but the label is clearly visible. 
 
 Secure folded map using self adhesive paper tabs, one on the top and one on the side. 
 
 Maps are now sorted into laps i.e. 1, 2, 3 and then into Team Bib number order within 

each lap. Maps stored in Team number order and by lap. 
 
 Suitable storage boxes needed which hold the maps in place and preferably have lids to 

allow for transport and handling. 
 
Start Team 
 In conjunction with the Start Team Leader the boxes of maps plus a duplicate set of team 

lists need to be transferred at an agreed time preferably during the evening prior to the 
event. 

 
 Each class has sufficient spare team maps to allow for anyone taking two maps by 

mistake, and provided that the team leaders have fully thought through possible problems 
the Planner can concentrate on the actual operation of the event between the start and 
finish lines. 
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APPENDIX 7   
TRADERS AT EVENTS 
 
NOTES FOR GUIDANCE 
 

1. This should not be interpreted as a PERMIT to trade 
 
2. Organisers have total discretion over which, if any, traders they permit at their 

events, and they are under no obligation to give reasons to anyone they refuse.  
Equally they are free to accept 'Traders' who are not “listed”. 

 
3. There is no change to the procedure whereby a trader contacts the Organiser 

before an event for permission.   
 
TRADERS - a non exclusive list; nor is there an implication that the traders listed have British 
Orienteering endorsement;  
 

Compass Point  
Compass Sport 
Deeside Orienteering & Leisure Maps 
Harvey Map Services Ltd 
Ultrasport     
Stirling Surveys 
Safe Start 
nTrees 
Fabian4 
Wilf's Café    
Digisport 
 

In addition we should always welcome: 
 
Charities with local connections 
Church and Village Hall Groups 
Guide Association 

Scout Association 
Women's Institute 

 
and other local organisations; together with individual orienteers raising money for our Junior 
Squads and other genuine associate ventures. 
 
This list is for guidance only.  We have every conf idence that individual organisers will 
use their discretion wisely. 
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APPENDIX 8 
 
 
To whom it may Concern…  
The text that follows is taken from my [John Morris] coordinator’s report following the 1995 Six 
Day Event.  I retrieved it as a source for my Organiser’s role at a forthcoming District Event.  I 
sincerely hope that we won’t need to take this kind of action but we do need procedures in place 
because, as this extract shows, it can happen. 
 
In the case of the forthcoming District Event the scale is very different.  We expect up to 300 
people who will spend up to one hour in/around Assembly before heading into the competition 
area where they will spend up to two hours.  On leaving the competition area they will spend up 
to one hour in/around Assembly.  That’s a total of four hours per person from arrival to 
departure.  So up to 1,200 “life-hours” will be spent in our care. 
 
A “standard life” is approximately 80 years, or 700,800 hours and dividing this by 1,200 (see 
above) gives, all other things being equal, a 1 in 584 chance of a fatality.  Not enough to cause 
alarm – the same people would be equally at risk if NOT at our Event – but enough to confirm 
that we need well-understood contingency measures in place. 
… 
[extract from 1995 Six Days report follows] 
 
5.10 Treatment of Injuries 
There were approximately 20,000 competitive runs.  These resulted in one death, no major 
injuries, and 682 treated minor injuries1.  One birth, not in the forest, was also noted. 
 
St Andrew's Ambulance Association provided a friendly, enthusiastic and competent service 
throughout.  They recorded 682 calls on their services.  Most of these were blisters and sprains, 
with dehydration only proving a significant problem on Day 1.  There were few hospitalisations - 
in all such cases, I understand, the patient was deemed fit for release on the same day. 
 
5.11 A Death in the Forest  
Mike Foreman's death in Docharn on Day 1 was the second in two years at a major Scottish 
event.  We were prepared for such an event and so the right things began to happen without any 
undue disturbance.  The Police were informed and, following laid-down procedures, took over 
the area where Mike died and called in the local doctor.  We, as civilians, had no further part to 
play in this. 
 
It remained for us to gather in, inform and care for the family, all of whom were in the forest, 
competing.  Firstly, friends of the family were found to identify and gently take aside the family 
members as they finished their courses.  Second the bereaved were informed of the death and 
comforted.   The St Andrew's team, including professionally trained counselors, took this on - we 
are extremely grateful to them.  Thirdly, we identified a small group of friends who could receive 
and provide extended care for the family.  Fourthly, preparations were made for the family to visit 
the scene of the death and later, to see Mike's body. 
 
The professionals involved could not have been more helpful but inevitably these things take 
time; it may be five or six hours before the Police are satisfied that a body can be removed from 
the forest.  I would advise future coordinators to do as we did and assign a senior member of the 
Central Organisation to act as crisis manager throughout this period, remaining on stand-by 
close to the family, entirely free of other duties, liaising as appropriate with St. Andrews, 

                                                 
1This total excludes the significant demand, outwith the Day areas, for the services of local doctors, physiotherapists 
and chiropodists.  Access to, and queue management for, these services need to be planned if the practitioners are not 
to be overwhelmed. 
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Mountain Rescue, Police, doctors, supporting friends and (possibly) Press.  An additional person 
detailed to act as a local messenger is also a good idea. 
 
I am very grateful not only to those who did what they could in the forest but also to the members 
of Tinto Orienteers for their support and assistance on the Assembly field and thereafter.  It is 
very important, in a situation like this, to establish a group of friends and/or fellow club members 
who will take on responsibility for continuing care of the bereaved.  One particularly important 
role in this case was the provision of an escort on a visit to the site of Mike's death. 
 
Our next concern was the effect that the death would have on the Tinto club as a whole.  As a 
precaution, we found a few volunteers to assist them on Day 4.  With hindsight, it would have 
been useful to have had a list of stand-by helpers for this and other emergencies.  They would 
need to be willing, experienced, English (probably, all Scots being already committed) and 
contactable by phone. 
 
Having done what we could to meet the needs of the victim, the Police, the victim's immediate 
circle and the victim's club, it remained to consider the effect on the competitors as a whole.  A 
short obituary notice was placed in the Muckraker (the event newspaper).  A one-minute silence 
was observed at the beginning of the prize-giving.  I'm satisfied that these were the right actions. 
 
A brief report, based on the obituary notice, was circulated to the press on the evening of Day 1.  
This, and a long catalogue of woes in the outside world, seemed to avert any possible negative 
publicity.  I received one phone call from a reporter wanting more background.  I found it very 
difficult to be both helpful in manner and discreet - for the future, this is one to rehearse. 
… 
John Morris, 31/12/2007 
 
 
 
 
 


