BOC Individual 2011 – Team Leaders (version 4.1)
	Title
	Team Leader(s)
	Deputy
	Role Description
	Team Members
	Equipment
	Notes

	Assembly Field
	
	
	To build the assembly area including finish and finish funnel in accordance with the agreed plan provided by the Organisers and to dismantle leaving the site as it was found.  This will include the putting up and dismantling of SYO, Scout, BOF marquees and 2 SYO tents.

To manage vehicle movements on and off assembly field (e.g. traders, PA, toilets, first aid)

To tape and sign route to assembly field from car park and remove after the event.

Put pile of extra toilet rolls near toilets for self service (keep spares in first aid tent)

	
	Scout Marquee (results)
SYO Marquee (Enquiries, and colour coded registration)

BOF Marquee (BOF and VIP)

SYO tent - Prizes tent

Tent for finish line camera (M & Ls little tent)
EPOC tent – relay registration

Tent for first aid

Tape (3-4km)

Stakes for fencing

Mallets

Signs within assembly and route to assembly

Results boards

Finish banner

Maps and diagrams for display

Clipboard, pens, papers, tape, staples, string, sellotape etc?

Spray/flour for marking out

Tables, chairs and benches for inside marquees and food court

Podium

SYO generator (commentary and results use PA generator)

Toilet rolls (75)

Vehicle Mats 
Garden pruners to cut back brambles/twigs from entrance lane

SYO Banner

Labels for tent drop -(Sheffield Wildlife Trust to manage collection of payment and issuing of labels for tents)

Bags for map collection at finish
	Site visit completed

This job requires availability all day on the Friday before the event  

Traders/suppliers who you will need to direct to their pitch are:

Food traders (4+1)
Kit traders (3)
Toilets

Sheffield Wildlife Trust

PA van

Ian Marsden radio controls
First aid
Mike Napier to park behind wall behind results tent


	Car Park
	
	
	To minimise damage to parking area as far as possible using mats etc (farmer is particularly concerned about this)
To put up and take down roads signs as indicated in the programme so that competitors find the car park.  Competitors will be advised to approach in a way which requires only left turns to avoid potential queuing for right turners.

Direct First Aid, Traders, Coach etc to entrance to Assembly field if required

To arrange the car parking and traffic flow in and out of the car park for all vehicles attending the individual event.

To park cars efficiently and quickly so queues do not build up on the public road.

To collect £2 car parking fee and hand out final details if required.  

Hand out Sheffield Wildlife Trust Greno Woods appeal leaflet to each car (800 obtained from Martin, spares to be returned to SWT stall, and by counting returned leaflets we know how many cars we have had).
To exit cars efficiently via the same narrow lane that cars will be coming in.  

Leave car park site as found it

Collect in direction signs


	Early parking, late starters:

Late parking, early starters:-

11.30 ish starts:-


	Mats 
10 hessian bags

20 bamboo canes

1 roll of red/white tape

15 high visibility vests

4 wooden stakes

Road signs:
5 left

5 right

10 straight on

Please have £2 car parking ready

2x Warning queuing traffic

Welcome to the British Orienteering Championships

Bucket for money

Fingers for directing


	Site visit completed

No exit before 1 pm

Layout agreed as per Paul diagram.  

Coach knows where to park
7.30 – 8.30 road signs up

8.30 – team meeting

9.00 – cars start to arrive

12.30 – 1.00 change over

1.00 – first cars allowed to leave

4.30 – 5.30 dismantle and tidy

FARMER HAS EXPRESSED CONCERN ABOUT DAMAGE TO THE GRASS.  WE HAVE AGREED TO USE MATS IN HIGH USE AREAS AND TO PARK ALL VEHICLES IN SOUTHERN HALF OF THE FIELD.

	Colour coded registration

(sharing tent with Enquiries 
	
	
	To manage registration for colour coded courses (including staying within map limits and SI hire) at the rate on the published tariff.(liaise with enquiries team leader regarding efficient SI hire/handout process between 2 functions)
Two streams/ queues into registration – SI card hire only (see above) and registration (for EoD) .

Sell entries – entry forms for EoD, allocate start time and control use of pre printed maps. (colour coded start times will be limited to particular start blocks on white yellow and orange in order to meet championship start requirements) (white, yellow and orange courses are the same courses as some BOC courses)
Give runners slip with start time and course for start team for EoD runners.

Hand out allocated SI Cards to pre-hired SI Card runners using list provided

For EOD SI card hire – record SI number on entry form and charge £1.

Keep entry form (with SI card number – own or hired) and send batches of forms to download tent for entry into computer system

Check all forms have SI Card number allocated.

Control issue of allocated batch of SI Cards – reconcile to pre entered issued list.

Hire SI cards for colour coded courses against published tariff (returns will be made to download)

	
	Covered area/ marquee space (3mx3m inside) Depending on location of registration

3 X trestle tables

4 X chairs


Tape 50m (incl contingency)

Piquet’s (metal/ wood)
16

Cash float (change) £30 as £1/ coins.

Standard entry forms - Stock (say 100)

SI Cards (for hire) incl pre entered Stock (say 50)

Notices/ Placards – to CC Registration

Notices/ Placards – Pricing/ SI hire/ registration forms

Box x (pens/float/etc)
  3

Pens 20

Start times lists for pre-entered
  4

Start time slips for EoD 60

List of pre allocated SI cards

	Site visit not necessary

Control descriptions and maps at start (ARE ANY MINOR COURSE MAPS AT REG?  WHITE? YELLOW?) – No – all at the start
When run out of start slots or maps close colour coded registration (what time does CC Reg open?  - 10.30 to 2.30
Entry fees:

£4 adult

£2 child 

(no BOF member discount because no levy applied)

SI hire fee £1

	Co-ordinator
	
	
	To co-ordinate all aspects of the overall weekend and deal with issues that effect both days.

Host sponsors/VIPs

Be available to support Race Day Organiser in event of any issues occurring
	
	
	

	Commentary
	
	
	To make any announcements required by Organiser
To announce prizes at prize giving
	
	
	

	Enquiries, 
(sharing tent with Colour coded Registration – 
	
	
	To deal with assorted queries including SI hire, car key store, entry queries etc

Contact point for competitors who wish to speak to an event official (need list of mobile numbers)

Liaise with Colour Coded registration regarding SI hire process (can have one issue point for both pre-hired cards and EOD hire)

Receive complaints and protests and write on form and pass to Organiser (for complaints) and Controller (for protests)
Receive payment for lost dibbers (£30)
Creoso 2012 (Phillip Jenkins) will be putting a table with leaflets in Enquiries marquee.  

Find Safety Officer (Colin Best) in event of report of lost competitor/incident

Issue warm up maps
Sell programmes (£3)

Taking orders for results booklets (£2)

Register photographers in accordance with BOF policy:

http://www.britishorienteering.org.uk/images/uploaded/downloads/governance_policies_osafe.pdf
O Safe Policy Appendix D and 
Template 7:

http://www.britishorienteering.org.uk/images/uploaded/downloads/governance_childwelfare_osafeforms.pdf

	
	4 tables
4 chairs

Tub for car keys

Pens, string, sellotape, hole punch, stapler.

Enquiries sign

SI cards and form to record SI card number allocated to competitor 

Programme copies

Warm up maps

Paper work from Mike Napier

Complaints forms

Protest forms

Cash float

Spare programmes for sale

Photographer registration form (template 7)
List of mobile number

	Site visit not possible 

Jenny will have handled entries in run up to the event.

EPOC to man relay registration in separate tent
Will be issued with a radio for contacting key officials


	Equipment - weekend
	
	
	Liaise with day equipment officers to ensure sharing and transport of equipment between two days.   To include:
Toilet rolls

BOF marquee tent

SYO marquee tent

Tables/chairs?
Liaise with Arena Team Manager regarding when equipment will be ready for transfer.   

A club tent transfer service will be offered between 2 days – collect tents from individual and deliver to relay.


	None required
	
	Site visit unnecessary?

This will require the hiring of a van.

	Equipment – Individual 
	
	
	To ensure supply, delivery and return of specified equipment for the individual race including BOF equipment
Procure/acquire equipment after discussing costs with organiser
Maintain master equipment list

Liaise with Arena Team Manager for delivery and collection

Check equipment before and after use.  Replace essential items

Synchronise all clocks to BST
	
	See list from each team leader.
Blank board and pens for adhoc notices

Assorted tools etc
	Site visit complete
This will require the hiring of a trailer
Arena will be built on Friday so equipment for this will be required on Friday morning.

Organisers plus any others who would like to will camp in Assembly Field for security purposes



	Forest
	
	
	To oversee all requirements in the forest:

Organise 4 water stations (man 3 of them) – set up, dismantle, remove rubbish.  Brief team on dealing with incidents and alerting Safety Officer if first aid required.  

Scope does not include Road Crossings, start, finish or assembly.  

Tape any out of bounds areas (including bird nests) and remove all tapes after event.
	
	Tables x4
Chairs

Black bin liners

Cups (2000?)

Water containers (2000x150ml = 300 litres)
Sealed all controls map for each drinks point to help locate injured competitors – to be opened only in emergency
Mobile phones for contacting assembly

Shelter tents?

	Site visits complete

Possible taping required around bird nests.
Tony not available on Friday – need someone on Friday to set up as required 

	Major Events Organiser
	
	
	To assist and advice Organisers.  
	
	
	

	Organisers
	
	
	To co-ordinate all elements of the organisation for the individual
Ensure maps and control descriptions are delivered assembly arena on Friday morning
Check correctness of results (inc. DSQ) 

Decide regarding need for delayed starts and ensure communicated to competitors and team leaders
	
	SYO Banner
Tent

Shelter tent

Start and Finish banners

Clocks (digital and radio)

Programmes


	

	Permissions
	
	
	To secure written permissions for all the areas used by BOC and provide organisers with pack evidencing this
	
	
	

	Planners
	
	
	To plan courses, draw up maps and set out equipment to deliver correct TD courses, the classes are specified in the relevant competition rules and guidelines.  
Organise printing and bagging of maps and printing of control descriptions (agree number of maps per course with Organiser).  
Input to risk assessment and liaise with Safety Officer

Liaise with SI re. control boxes

Agree taping of out of bounds with Forest Team Leader

Liaise with Ian Marsden for radio controls.
Arrange control collection
	
	
	

	Postal Entries  & entry queries
	
	
	To receive postal entries and input into Fabian 4.  To handle entry queries and late entries applying the agreed policies.  
	
	
	Site visit unnecessary

	Prizegiving
	
	
	To co-ordinate the procurement of prizes, accept delivery of recalled trophies and set up and run prize giving ceremonies for individual event, liaising with BOF as required.

Identify who is giving out prizes.
Use Helen Errington’s Prize Giving Procedure
Liaise with PA team to announce winners
Co-ordinate un-collected prizes after the event
	
	2 large tables
12 trays

Podium

Microphone


	Site visit completed
BOF do recall letters for Trophies.  
Commentary team to announce winners


	Programme/Results Booklet


	
	
	To pull together the content of the programme and results booklets, proof read and provide content to the website manager and printers for the numbers of requested hard copies.  
	
	
	Site visit completed
Programme needs to be approved by controllers and IOF Advisor

	Publicity
	
	
	Create publicity plan and implement
	
	
	

	Road crossings
	
	
	To marshal the road crossings to facilitate the safe crossing of competitors on the way to the far start and the time out road crossing mid course.  This includes putting out appropriate warning signs, tape etc and ensuring that Marshalls are visible to approaching traffic.

Collect map exchange maps from arena and put them at map exchange point.  

Man elite map exchange after second road crossing control
	
	Runners crossing signs at least 4 each way
Canes

Cones

Tape

High visibility jackets or vests if not available

Plywood to make step (not needed now)
Carpet to cover barbed wire

Maps

Map boxes and signs

Radio/mobile
Bin bags for part one maps

	Site visit completed

Marshalls are not permitted to stop traffic

First part maps dumped by elite competitors to be collected in time for map return

	Safety
	
	
	To assist in ensuring the event is safe and to respond to arising incidents (e.g. injuries, lost competitors, issues with third parties e.g. horses and bikes).
To implement the emergency procedure as agreed with the Controller as necessary
	
	Emergency shelter tent – Colin purchasing one for BOC and for SYO future use.  

Radio


	Site visit completed
Combination code to forest gates will be required.

	SI/Computing

Finish

Results

SI/computing
	
	
	Source and programme SI boxes for planners and starts

To work with Michael Napier (leader for SI computing) to provide computing resource.  

To set up layout within finish marquee in consultation with Michael Napier. 
Create SI test plan (IOF requirement)

Ensure video of finish line (IOF requirement)

To give CC Registration & Enquiries forms for entry, list of start slots and map quantities, entry query/change forms

To post results on results boards
Man map collection from competitors after finish (until 3pm map distribution)
Post event, put results on line, route gadget, BOF rankings etc
To provide query management, 

To oversee the finish -  managing incidents as required.  

Collect in hired dibbers (£30 fee for lost dibbers – send to enquiries to pay)
To provide services as described in contract
	
	Tables
Chairs

Stationery

Other SI and computing kit not provided by Michael Napier

SI boxes for planner and starts

Clock displaying finish time (SYO has one on order)

BOF Finish Sail Banners (M & L have?)

Video camera with adequate tape/memory (coming from Oli via Martin)
	Site visit completed

Have chair for people with punching problems to sit in (helps take heat out of situation)
If competitors want to make complaint direct them to enquiries.

Direct injured competitors to first aid

Direct enquiries re. lost competitor/incidents etc to enquiries



	Start - South (Wheata) start


	
	
	Liaise with Equipment Officer regarding delivery and collection of equipment

Ensure maps and control descriptions are taken from arena and delivered to start

Collect and return clear, check and start SI boxes from SI Team

To plan start layout in conjunction with the organiser and safety officer and in accordance with rules and start procedures.

To sign and tape the route to the start

To build the start on Friday to agreed layout

To oversee the start ensuring that competitors start at the correct time with the correct map, control descriptions etc.  

To manage late starters and other issues. Note time of late starters (Must ensure all team are fully briefed on late start procedure).

To dismantle the start leaving the area as it was found.  
	
	Sign in assembly pointing to each start

Start clocks x2 
String of competitor numbers for that start and list of competitors and numbers
Safety pins

Large sign for gate out of assembly with list of courses and classes and arrows pointing to each start.
Large sign with list of course no/s and classes 

Sign x 2 – check you are going to the right start

BOF start sail banners (Martin and Lesley have?)
Tape for marking route to start (300m route)
2 “out of bounds to orienteers” signs

Late start line sign

Course number signs for each lane 

Tent pegs

Start banner

Large roll of red/white tape for start lanes (500m)

Map boxes 11

Maps and control descriptions, blank maps
4 clip boards

Pens, highlighters, stapler, sellotape, paper for making notes
Start kite

Rubbish bags

Sign re shadowing
Start lists for competitors (waterproof booklet)

Multiple copies of start list by start time including bib number 
SI boxes – clear , check, start
Spare dibbers
	Site visit completed
Start will be laid out on Friday.

	Start North (Greno)
	
	
	Liaise with Equipment Officer regarding delivery and collection of equipment

Collect and return clear, check and start SI boxes from SI Team

Ensure maps and control descriptions are taken from arena and delivered to start

To plan start layout in conjunction with the organiser and safety officer and in accordance with rules and start procedures.

To sign and tape the route to the start

To build the start on Friday to agreed layout

To oversee the start according to agreed procedure ensuring that competitors start at the correct time with the correct map, control descriptions etc.  

To manage late starters and other issues. Note time of late starters (Must ensure all team are fully briefed on late start procedure).

To dismantle the start leaving the area as it was found.  
	
	Large sign for gate out of assembly with list of courses and classes and arrows pointing to each start.
Large sign with list of course no/s and classes 

Bear right sign 

Tape for marking route to start (1.5 km route) plus short lengths for marking route to start
5 out of bounds for orienteers signs

Late start line sign

Course number signs for each lane

Tent pegs

Start banner

Large roll of red/white tape for start lanes (1000 m)

Start clock and call up clock (two new ones on order)

Map boxes 18
Maps and control descriptions, blank maps (see Planners)

4 clip boards

Pens, highlighters, stapler, sellotape,
String of competitor numbers for that start

Safety pins

Start kites x 2

Start lists for competitors (waterproof booklet)
Multiple copies of start list by start time including bib number if possible 
SI boxes – clear , check, start

Clock stand
Spare dibbers
	Site visit completed

Start will be laid out on the Friday

Charlie to build 2 m hide



	String Course
	
	
	To design, build, operate, maintain, dismantle
	
	Schools SI kit including dibbers

String

Signs

Signs from assembly

Sign for String Course Registration tent

Large sign “String Course”

Signs x 3 (Caution Children Orienteering – no mountain bikes on this area)

Tape to stop mountain bikers straying into string course area (500m)

Prizes


	Site visit completed

Using own tent and tables
Prizes – sweets and smartwood prizes (liaise with Jenny J)

	Training Event Organiser
	
	
	To run training event 
	
	
	No timing required.



	Website
	
	
	To update event website.  

	
	
	


