UP NORTH ORIENTEERS

EVENT DIRECTOR’S PACKET

Thank you for taking on the responsibility of running a

UNO event.  The information in this packet is designed 

to help you prepare for the event.

If you have any questions, please call the appropriate

person from the Events Contacts page.

We hope that everything goes well, and that you enjoy

putting on an event.

GOOD LUCK, AND THANK YOU!

THANKS TO NEOC (NEW ENGLAND ORIENTEERING CLUB) FOR ALLOWING US TO USE THEIR

MEET DIRECTOR’S PACKET AS A GUIDE IN THE DEVELOPMENT OF THIS HANDBOOK.
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EVENT CONTACTS


Event Scheduler
name
(603)phone


street




town

Map Librarian
Deb Humiston
(603)772-8772


50 Epping Road




Exeter, NH 03833

Equipment Manager (East)
name
(603)phone


street


town

Equipment Manager (West)
Bill and Charlotte Gray
(603)672-5150


89 Stable Rd

     
   
Milford NH  03055


UNO What Editor
name
(603)phone


street


town

Treasurer
Darrell Scott
(603)878-1680


632 Sand Pit Road

     darrell.j.scott@ieee.org
Mason, NH 03048

Membership Chairman
Deb Humistonumiston
(603)772-8772


50 Epping Road

     dhumiston@comcast.net
Exeter, NH  03833
Call the librarian to have her mail you 10 maps for course planning,

 and to arrange for picking up maps for the event.

JOB DESCRIPTIONS FOR PEOPLE TO CONTACT

EVENT SCHEDULERS
Can help you with problems related to the event site/scheduled date.  The event schedulers are responsible for giving all this information to the UNO What Editor for inclusion in the schedule several months in advance.

EVENT CONSULTANT
Call if you have any general questions related to the event. If you are not sure how to get organized, how to set up courses, if you have questions of vetting, etc.  Event Consultants are assigned to all new meet directors and any meet director who requests one.

MAP LIBRARIAN
Keeps maps or knows where they can be obtained.  Make your own arrangements to get maps for the event well ahead of time.

UNO What Editor
Handles only routine publicity.  Can provide ideas on additional things you can do locally.

EQUIPMENT MANAGER        
Oversees all equipment, including controls and punches.  Make arrangements to pick up equipment from the equipment manager or from an event director of a previous meet.

TREASURER
Send Financial Report/Event Expenses and proceeds from the event to the Treasurer.

MEMBERSHIP CHAIRMAN
Keeps track of membership information.  Responsible 
for membership renewals and follows up on non-
renewals.  Keeps track of member participation. Will 
have membership forms etc available at each meet.

TASK LIST FOR ORGANIZING A LOCAL ORIENTEERING EVENT

(REMEMBER - You do not have to do each task yourself.  As Meet Director you are responsible to see that each task is done by someone, if not by you.)

AT LEAST TWO MONTHS PRIOR TO EVENT (Watch out for newsletter deadlines!)

1.
Obtain permission to use orienteering/parking areas, get written permit if possible.

           UNO is a non-profit organization and is insured through the US Orienteering Federation.   * If there are multiple land owners involved for a single mapped area, start earlier.  Permission should be obtained before the event is listed in UNO What.

2.
Send written notification where necessary (most state-owned properties require this).

3.
Contact local police to find out their needs.

4.
Ensure that details are correct for publication in UNO What  (date, directions, etc.). Be careful of making changes between newsletters, not everyone checks the latest issue.

5.
Make sure you have a few copies of the map for course planning.

6.
Start publicity - local newspapers, radio, etc.

7.
Begin lining up helpers. (Send copy of relevant sections of Helpers' Task Description to them if needed.). Don’t try to do everything yourself. Involve others so that they can learn the ropes with you.

BY ONE MONTH PRIOR TO EVENT
1.
Set Registration, Start and Finish - it is easier to have them close to each other, and to the parking area. (The person timing finishers should be able to see them for some distance before FINISH.)  * If the location of Start and Finish influence the location of parking, this should be done before obtaining permission.  Think of String-O, White & Yellow Course needs when choosing the Start/Finish areas.

2.
Prepare courses, mark control locations with streamers.  If you need help, call the Event Consultant to obtain a course consultant.  Obtain a vetter.

3.
Think about water stops, put them close to the road to minimize long hauls.  There should be one water stop for each 3 km and at the Finish.  Consider having some water on White/Yellow courses - often people are on those courses a long time.

4.  
Consider having separate registration/instruction table for novices, if the event is 
likely to attract a large number of beginners.

5.  
Obtain maps for the event, identify map corrections required for the courses.

6.  
Finish lining up meet workers.

7.  
Get final publicity out.

Contacts: Publicity / Scheduler / Event Consultant / Map Librarian

TASK LIST FOR ORGANIZING A LOCAL ORIENTEERING EVENT

(Continued)
AT LEAST ONE WEEK PRIOR TO EVENT
1.
Have the courses vetted.

2.
Obtain all necessary equipment. (see checklist).


Event Directors are strongly encouraged to have refreshments.  Some bargain 
cookies, apples in season and punch from a local supermarket provide a good 
collecting place, especially for beginners to talk and discuss the courses.  Your 
helpers will appreciate it also.

3.
Make up Master Maps and Control Description Sheets: up to 2 master maps per course, plus one master with all the controls marked for picking up flags after the meet.  Control Descriptions should have the accepted format (see attachment).

4.
Set out any control flags and water stops you can the day before the event. (Not near major trails or roads where they may be stolen.)

5.  
Start a master punch card for each course as you hang controls.

6.  
Remind workers as needed.

Contacts:        Equipment Manager

DAY OF  THE EVENT

Start early. It is important to be organized and ready when participants start arriving.

1.
Set out the remaining controls.  Complete the master punch card.  Bring permit with you.

2.
Set out adequate water stops.

3.
Set up direction signs along approach roads, and to Start.

4.
Show last minute changes on control description sheets and master maps.

5.
Set up area for notices, map corrections, menu and such.

6.
If you have not made complete master punch cards, at Finish compare the first few control cards received off a course - majority rules!

7.
Brief workers on their duties; give them necessary equipment.  You will need help early on to set up.

8.
Post results in a place where people can gather and talk.  It is often convenient to put them near the parked cars, rather than in the woods.

9.  Verify that all rental compasses have been returned and that you are not holding anyones keys!  Once Registration is closed, the box and record sheet should go to FINISH.

ORGANIZING A LOCAL ORIENTEERING EVENT

(Continued)

10.  For safety, we must be sure that everyone is out of the woods.  

At FINISH:   if there are still a few control card stubs left (indicating stragglers still out on courses), first check through the control cards already in to make sure they were not missed in a flurry of finishers.  Next, check to see if someone is waiting for the person to TASK LIST FOR finish, or if the person has been seen on the course. (Please see additional notes on SAFETY.)

11.
Ask for help picking up controls before everyone leaves.

12.
Do not depart the event site until you are sure that all orienteers and control 
collectors  are back.

WHEN EVERYONE IS IN AND OFF THE COURSES

1.
Gather up all materials, and leave the area cleaner than you found it.

POST EVENT
1 .   
Submit financial report to the Treasurer (see enclosed form).

2.
Return all equipment, controls and punches to Equipment Manager, or pass the materials to next Event Director.

3.
Send results to Editor of UNO What.  Results must be submitted within a week.  See Newsletter Information for format.

4.
Return unused maps to the Map Librarian.  Send map corrections to the Map Librarian.

5.
Send waiver sheets to Membership Chairman.  Copies of your master maps can be of help to future Event Directors using the same site.  Send copies of your Master Maps to the Event Scheduler.

6.
Give yourself a PAT ON THE BACK - THANK YOU

Contacts:
UNO What Editor/Equipment Manager/Map Librarian/Treasurer

COURSE GUIDELINES

WHITE

Make this course EASY - NO ONE SHOULD FAIL.  The white course should teach the mechanics of orienteering.  Beginners have a lot to figure out on their first course.  The first control should be at the first point where they have to make a choice (e.g., at the first trail junction), even if the flag can be seen from START.  Every control must be on a major linear feature, preferably a trail (e.g.. trail bend, boulder at trail junction, stream crossing, etc.).  The terrain should be passable to people with poor footgear (avoid mud and rough ground).  This course should be FUN for young and old.

CONTROL FLAGS should be visible and hung low so that a child can punch in.

LENGTH:
1.0 TO 2.0 kilometers, Winning time: 20-30 minutes.

YELLOW

The yellow course is a confidence builder, introducing people gently to a little off-trail travel.  Swamps, thick growth and steep hills should be avoided.  Route choices should consist of simple alternatives, with all controls at major features.  All legs should follow trails, walls or streams to an attack point within easy reach of the control.  Stimulate with variety, not difficulty.

CONTROL FLAGS should be visible and hung low so that a child can punch in.

LENGTH:
2.0 to 3.0 kilometers, Winning time: 30-40 minutes.

ORANGE

This is a difficult course to design because a wide range of people will run it - from near beginners to old pros who are not fit.  It should be easy to finish but hard to do perfectly.  Lots of route choice, especially between long and safe, versus short and difficult.  Runners can practice red level navigation skills if daring or yellow level if insecure.

CONTROL FLAGS need not be visible from a distance, but should not be hung on the ground or hidden.

LENGTH:
3.0 TO 4.5 kilometers, shorter with more climb. Winning time: 50-60 minutes

GREEN

This is a short Red course.  All competitors should be expert navigators, so legs should be of maximum difficulty, off-trails as much as possible.  Green courses should not be a compromise between orange and red.

CONTROL FLAGS should be hung low, but not on the ground.

LENGTH:
3.5 to 5 kilometers.  Winning time: 50-60 minutes

COURSE GUIDELINES(Continued)
RED

This is where you can really have fun - the course should be technically hard, but fair.  Make sure the map is accurate around control locations.  Aim for mind-boggling route choices: include hill climbs, long trail runs around, shorter route across the woods with navigational problem, etc.  It is not always possible to set courses that are technically difficult, where the area has lots of trails/stonewalls.  Sometimes short legs can keep runners off trails.

CONTROL FLAGS should be low, but not on the ground.

LENGTH:
5 to 7 kilometers, less with a lot of climb. Winning time: 60-70 minutes.

BLUE

This  is longer than Red with difficult, but fair, control locations.  Make the course only as difficult as the course setter and vetter can handle.

CONTROL FLAGS should be hung near the ground, but not on it.  LENGTH: 8 to 10 kilometers.  Winning time: 80-90 minutes.

STRING

String orienteering is designed to be easier than the usual courses for beginner and is typically set up for young children.  Keep in mind both safety and interest.  A normal orienteering course of 200-500 meters is set up, but with a continuous "string" (surveyor's tape is usually used) marking the route.  The terrain must be very friendly: mowed fields, smooth dry trails, etc. Knee high bushes are often up to a toddler’s head! Avoid poison ivy which is common in old fields! Participants follow the String through the entire course and thus will not get lost.

Stickers are placed at each control point, so that participants can match them to an outline in the box beside their map (a "preprinted" course).  A simplified map is usually used, and the route of the STRING and, of course, the controls, are marked on the map.  It is best to draw one by hand, and copy (exclude contour lines), but the regular map can be enlarged several times on a copier.  The map is not essential however - better to have a String-0 map with no map, than not to have one at all.

Introduce participants of the String-O to the Little Troll Program, which is very important to young children who come regularly.

WATER STOPS

Put jugs of water and paper cups in easy places to get to - water is heavy to carry.  One water stop for each 3 km, and at the FINISH (error on the side of too much rather than too little).  More if it is hot weather, if there is a lot of climb.  Consider having water on White/Yellow courses - often people are on those courses for a long time.  When picking up controls make sure the water cups and jugs are taken out of the woods.
COURSE SETTING/VETTING

This is making sure all technical aspects of the event are perfect.

WEEKS BEFORE THE EVENT..

1 .
When first out in the field, mark proposed control locations with bright streamer, each with the control code to be used on the day of the event.  You can make up your own system of control codes.  Tie the streamer in the exact place you will want to tie the control flag.

2.
Check the location of the streamer from at least two different directions, preferably three, for accuracy and suitability for the course difficulty (color).

3.
If you find that an area where you had planned to set a control needs map corrections or unsuitable (e.g. poison ivy, icy slope, etc.), consider changing the location.

4.
Write down all the details you will need for the control description, such as size of boulder, placement relative to other boulders in the area, side of boulder where control flag will be hung, etc. (e.g., N.E. boulder, 2 m, S side).

5.
Make one master map for each course, with control codes marked appropriately.  Also, make one map with all control locations and codes of all courses.  Also make up master control description sheet.

6.
Contact the course vetter who will use the master maps and control description sheets that you have prepared.  A vetter checks the location of the controls and the appropriateness of the courses.  The vetter may have suggestions for changes to improve the courses - please listen, even though you have already worked very hard on the courses.

7.
When changing control locations, remove the old streamer and hang a new one with the control code, following the same procedure as in 1 through 4 above, and change the master map and control description sheet.

You will really appreciate having done all this preparation when competitors start coming in with, no glitches to complain about.

COURSE SETTING/VETTING

(Continued)
THE WEEK BEFORE THE EVENT
1.
Draw up the final master maps and control description sheets, and have someone else check both.  See Master Maps/Control Description and the example control descriptions enclosed.

2.
Plan the route to be followed to hang the controls and put out the water.

3.
Assemble the control flags, with the code tags already attached.  Make sure punches have teeth! (Punches may be tied to the controls if no handy branches are near the control)(Do NOT wrap strings around punches or their “spring” will wear out).  Stock them in the order they are to be hung out in the woods within plastic grocery bags - one for each person hanging controls.

4.
Make master punch cards for use by FINISH.

THE DAY OF THE EVENT
I .
Start early, and allow plenty of time for placing the controls.  With proper preparation there should be NO MISTAKES - any errors now will produce unhappy orienteers and of course a DISSATISFIED EVENT DIRECTOR (you will feel that all your hard work was wasted). (Controls not in sight of roads or major trails may be hung the day before the event.)

2.
If you don't find the streamer you hung earlier, don't panic - sometimes deer like to sample them, and people occasionally remove them.  Go slowly, make sure the control is placed exactly where you originally set it.  If a helper hanging controls is unsure, check the placement.  Remember, orienteers would rather wait 15 minutes, and run a course that is correctly set.

Contact:        Event Consultant

NEWSLETTER INFORMATION

Inform the Event scheduler if the date, directions to the event site, or description of the courses available are changed from those set up.  Please give as much notice as possible of changes, so that the UNO What can publish correct information.

If you cannot continue as Event Director, or the event site seems unusable, DO NOT call the Newsletter Editor and say the event is canceled.  Call your event scheduler.  Every effort will be made to resolve problems and keep an event scheduled on that date.

You are responsible for sending the results to the UNO What.  Do this within a day or two after the event, so you don't forget: please don't wait for any film to be developed (but do include a note that pictures might  be coming.)

The standard results article should include:

Names of event or map; city/state; date

Event organizer; article author, if different

Any amusing/interesting anecdotes, notable weather, notable visitors, etc.  Names of other helpers ("Thanks to...")

Results

If you have any photos available, send those along, too; remember the usual newsletter rules for photos: "Photos should be close-ups and tell a story.  Label the back with the names of the people in the photo." When there's room the main reason a photo doesn't run is "no story” - a static shot of people milling about generally isn't interesting.  People should be doing something.

As for the actual format just about anything is OK as long as it's legible.  Typewritten or even hand printed is fine.  The ideal is IBM or MacIntosh format diskette, sturdily packaged, with a back-up hard copy.  If sending a diskette, the ideal is either ASCII text or Word format.  Don't do any fancy formatting; it will all be redone for publication anyhow.

In the actual results, these rules are applied during editing: Use minutes:seconds, not hours:minutes:seconds or minutes.seconds. Unless you gave awards by the category (e.g., NH Champs), merge all participants on a given course.  If there's a group with only one name, add "group" (e.g., "John & Jane Doe" but "John Doe group").  If a club name is in all caps, put one space between the name and the club; if it's mixed, put the club in parentheses (e.g., "John Doe UNO" but "John Doe (Smith School)").  Then put one tab and the time.  It won't line up for you, but it will in the newsletter.

Here's a sample article:                                          (continued on next page)

Fox Forest

July 21, 1996

by Alar Ruutopold, event director

Here I thank everyone by name, talk about the lovely weather and the participant that had to dodge the park ranger on a horse, and maybe a note about the gorgeous new map.  

White 1. 5 km 20 m climb 7 controls

John Doe UNO 20:33

Greg Roe NEOC 25:45

Ellen Revere group 101:26

Newsletter Deadlines:

February 15, May 15, August 15, November 15.

Contacts: Event Scheduler, UNO WHAT Editor

MAPS, EQUIPMENT AND SUPPLIES

Follow the Golden Rule - The equipment should come to you in good order and be returned by you ready for the next event.

If any equipment is lost stolen or damaged please make a note of it, and call the Equipment Manager as soon as possible so it can be replaced before the next meet. When picking up equipment, verify inventory, especially of punch cards, controls, punches, etc.

Maps are kept by the Map Librarian.

When not in use, all equipment is kept at the Equipment Manager’s house.  Exception: When equipment is handed off to the next meet director at an event.

Re-verify equipment/supplies inventory before returning to the Equipment Manager.  Notify Equipment Manager of low inventory.  Please allow equipment to dry out (especially controls) before returning to storage.

If you want to pick up equipment directly from the previous Event Director, please contact that person yourself to make arrangements and let the equipment manager know the plan.

On the following page, there is a CHECKLIST for the equipment you will need.

Contact.  Map Librarian/ Equipment Manager

EQUIPMENT CHECKLIST

CONTROL FLAGS

PUNCHES

CODE TAGS

MAPS

CONTROL CARDS 1” = about 100 cards

PLASTIC MAP CASES

WAIVER FORMS    In Registration books

TABLES AND CHAIRS

TARPS, TENTS (FOR RAIN - WORKERS AND MASTER MAPS)

MASTER MAP BOARDS with RED OR PURPLE PENS 

RENTAL COMPASSES AND WORKSHEET

WHISTLES (FOR RENT OR SALE)

CASH BOX (WITH CHANGE OF AT LEAST $20, IN $1’s AND QUARTERS)

CLOCKS OR WATCHES (SYNCHRONIZED FOR START/FINISH)

CLIPBOARDS/PENS/FORMS FOR START AND FINISH

PENS AND STAPLERS, ALSO TAPE FOR ATTACHING CLUE SHEETS

RESULTS BOARDS OR STRING

FIRST AID KIT - CLEARLY MARKED

SIGNS:
PARKING and NO PARKING, TO REGISTRATION and TO START, FINISH BANNER, MENU, MAP  CORRECTIONS and ANNOUNCEMENTS

WATER and CUPS (8 OZS.  PER STARTER, PLUS START/FINISH) 3oz. cups OK in woods.

CONTROL DESCRIPTION SHEETS

MISCELLANEOUS:
Hammer,nails,thumbtacks,paper,string,scissors,tape,markers,pens,Trashbags

     Streamers, extra controls, punches

STRING - 0: Streamer reel controls, stickers to put a each control plastic sandwich size bags for 
stickers,  Little Troll Cards, Little Troll Stickers

SCHEDULES AND OTHER PROMOTIONAL LITERATURE

Contact:
Membership director


MASTER MAP AND CONTROL DESCRIPTION SHEET INFORMATION

MASTER MAPS
Size of circle covers 100 m on the map - use 7mm template for 1:15,000 map 

Color of pen: Transparent purple if possible, because of the problem of red colorblindness, otherwise red ball-point.

Information needed on the master map:

1.
Course (e.g., White, Yellow... Short, Medium... Score).

2.
Length in km, measured in straight line between controls, around only uncrossable features like lakes.


         3.   Number of controls.

4.
Circles centered exactly on feature specified.

5.
Controls numbered in order.

6.  Straight lines connecting control circles (draw line between the two control features); break the line or circle to avoid hiding important features. 

7.   Date.

8.   Control Descriptions

CONTROL DESCRIPTIONS
White and Yellow: Written English control descriptions are normally used.

Orange: Choice of written English description and IOF symbols (or both)

Green, Red, Blue:  IOF symbols only.

Give plenty of specific details in the control descriptions, e.g. 'dot' knolls or 'open knolls, 'top of, 'end of, 'northern one', etc.

See the attached sample control descriptions, but the following information needs to be included:

1.
Name of map

2.
Date

3.
Course designation

4.
Length in kilometers

5.
Climb in meters

6.
IOF or English descriptions in correct order

7.
Any special instructions, e.g. water stop, or streamers to FINISH.

8.
INSTRUCTION TO RETURN BEFORE A SPECIFIED TIME

PLEASE RETURN PUNCH CARD TO FINISH BY 3:OOPM*

Even if you do not complete the course -

or your SAFETY will be a matter for concern

*(2:00 PM on the darker days of fall)
9.  Safety bearing

HELPERS

Being an Event Director does not mean you have to do all the work yourself.  Well ahead of the day of your event line up some dependable helpers starting with family, friends and contact some of the people on the enclosed list of UNO members who live in the area of the map.  To estimate the numbers of helpers needed for a local meet it is about one helper for every 10 participants.

PLEASE REMEMBER, Have enough helpers so that they can switch off and everyone gets a chance to run a course.  Workers will want to run too!

The following is a description of the areas where you will need helpers.

REGISTRATION 2+ workers, 2 tables

1.
Orienteers sign waiver form, giving name, address, phone number and CAR REGISTRATION (emphasize that this information is very important, for safety reasons).

2.  Fees:

Per Set Up



 (Map/Control Card/Clue Sheet)

Each adult member
$5 each


Each child (under 18 years old)
$2 each


NOTE:  Charge only for the first course.  If someone wants to run a 
second course, the setup is free.


Map purchase only
$2 each


Map case
free


Compass Borrowing

Deposit ($7.00 or car keys) Record name of renter, what deposit was made, 
check off as returned.  When Registration closes, give box/list to Finish. 
Be sure that any deposits or car keys have been returned  to the person who 
borrowed the compass!!!


Example 1: John Doe arrive with his family. He runs the orange course


his wife runs the green course and his son runs the yellow course.  After 
he 
finishes the orange course he runs the yellow course.


COST: The cost would be $5 for the orange (adult fee), $5 for the green 
(adult fee) , $2 for his son’s yellow (child’s fee). The second yellow course 
would be free.  Total  cost would be $12.


Example 2: A Scout Group comes with 3 leaders and 10 scouts. Each person runs one course.


COST: The adult cost would be $15 (3 adults X $5).  The scouts would cost $20


(10 scouts X $2).  The total cost would be $35.

HELPERS

(Continued)


When Registration hands out a set up, ask people to fill out both sides of control card. 
There should be a separate table with pens and tape available.


Note:
Anyone wishing to do an untimed course should mark their control card UT in the 
Finish Time  box, but must still get start time and check in at Finish for safety reasons.

3.  Have an area near Registration/Instruction for the White and Yellow Master Maps.  People doing those courses should be told to copy from the master map first, (beginners can have their copying checked by the Instructor) and then go to the Start to get a start time.

4.  Place any material for sale such as UNO patches and the book “Orienteering and Map Games for Teachers” on the registration table.  

INSTRUCTION 1+ worker (usually for first hour only but be prepared for a longer period if more beginners show up.)

Included in Event Director's package is a recommended method for instruction.  Instruction is not an easy task, so some thought is needed in selecting a suitable instructor.  You might want to ask one or two experienced orienteers to take beginners on a map walk or to the first couple of controls on a course, doing appropriate instruction along the way.  This is an excellent introduction to the sport.

OFFICIAL BEGINNER'S FRIEND
Following on the above suggestion, you might in addition, appoint some old timers to make contact with beginners, just to talk, generally about orienteering, the course they have just done, seek questions, explain some of the mysteries, etc.

START AREA 1 or 2 workers

Only one person at a time is needed, unless there are a lot of entries, in which case there can be one person starting White and Yellow participants (who have already copied their courses at Registration) and a second person starting the rest.

1.
Make sure there is a working pen at each Master Map.

2.
On Start List enter person's name under course, against start time; mark time on both sections of control card, tear off the stub.  If person wants untimed, UT should be marked in the Time box, (for computed results time) on both sections of the control card.  Runners on the same course should start at 2 or more minute intervals.  Watch for backlog on the mastermap boards.  Give a new start time if there isn't a free mastermap when someone's start time is called.

3.
Call names 1 minute before start time, then announce 10 seconds, finally "GO".

4.
Ensure that the stubs get to the person at Finish.


HELPERS

(Continued)
FINISH AREA (1 , 2 or 3 workers, depending on attendance and distance from registration area, etc.)

1.
On pad of paper, write down finish time for each finisher.  Putting down an occasional name beside a time makes it easier to match up control cards to times.  

2.
Collect control cards from finishers, keeping them in order.  Write finish time on control card. If a number of runners finish close together keep their control cards in order until you have free time to write in the finish time.

3.
Calculate time on course (in minutes elapsed), and check punches against master for the course (if no master, compare first few finishers' control cards, majority rules!).  A wrong punch is a DSQ, missing punches is DNF.  Please do not disqualify a beginner!  It might be easier to calculate times by first converting start and finish times to minutes after 10AM.

4.
Match control card with stub, enter time on course, the stub is now ready for posting.

Note:
If someone wants to do a course untimed, they must still hand in their control card, but their finish time box should be marked UT.

5.
After Registration closes, you will have the compass rental box and should collect compasses, return whatever was left as a deposit and check off the list.

6.
Near the end of the event you will have a number of stubs indicating people still out on a course.  First check the control cards again, to make sure a 'match’ was not missed in a flurry of finishers, as often happens.  Next, check around to see if someone is waiting for the person to finish or if the person has been seen on the course. (Please see additional notes on SAFETY.)

RESULTS (1 worker)

Results are usually posted on string between a couple of handy trees - either near the registration area, or near parking.  Sometimes it is convenient to post them near Finish.

Break down courses into Male, Female and Group.

RUNNER
A runner is needed to carry stubs from Start to Finish if they are not close to each other.  A runner is also needed to take Results stubs from Finish to be posted at Results (most often you can ask, the finishers to carry them back, after they have caught their breath!).

PUBLICITY & ACCOUNTING

PUBLICITY

For publicity, you can call on UNO What editor for ideas or information to be included when you contact local newspapers, radio and TV, running clubs/stores, outdoor organizations/stores, recreation centers, universities and schools.  If you have local contacts, please be sure that you give sufficient notice of your event, as well as all pertinent details.  Newspapers prefer releases to be typed in double-space, for instance, and should receive information at least one month in advance of the event.  If you are not familiar where you are running the meet contact other members of the club who live in the area for newspaper names, sport clubs, scout groups, etc who might be interested in the event.

Contacts:
UNO WHAT editor.

ACCOUNTING

Included in this package is a simple accounting form for you to complete and return to the Treasurer after the event.

UNO will reimburse you for out-of-pocket expenses, or, take expenses from proceeds at event, staple your receipts to the accounting form and enter the amount on the expense line to subtract from the gross income of the event.  Make a note on the form that you have taken your expenses.  Check with the Treasurer before buying any "big ticket" items.  If you elect to donate items please show value of donated items (e.g. cookies & cider - $10 donated). So we have an accurate picture of the cost of the event.

Contact Treasurer

ORIENTEERING EVENT SAFETY PROCEDURES

Orienteering is a safe sport.  Despite the apparent dangers in unequipped solitary running over rough terrain injuries are rare and usually minor: sprains, scrapes, scratched corneas, minor heat exhaustion, mild hypothermia.  However, we must not let this make us complacent since the chance of serious injury is always present - for example:

- Heart attack in the deep woods, where rapid evacuation is impossible.

- A broken leg (or other disabling injury) in cold, rainy weather.

  Hypothermia will be rapid and severe.

It is not possible for event organizers to eliminate all risks, for they are inherent in the sport.  Ultimately, the competitor is responsible for himself or herself and accepts the risk knowingly.  Still, event organizers must do whatever they can to minimize the dangers and cope adequately with problems when they do arise.

The following safety procedures are recommended - depending upon the area the Event Director can take whatever precautions are necessary to protect the competitors (e.g. putting out road signs, having crossing guards, putting portions of the map off limits, etc.).

1 . 
Encourage everyone to carry whistles - they are much louder and more durable than 
lungs.

2.
Maintain a first aid kit including an instant ice pack.  The responsibility for using it resides with the person who is injured - meet organizers are not expected to practice medicine.  In addition, have a gallon of water in reserve for medical emergencies, such as wounds or dehydration.

3.
Know where to get medical help.  Have key information available including location of nearest telephone (phone #’s for emergency and police), police, and directions to the nearest hospital.

4.
On the control description sheet, emphasize safety details and emphasize that everyone report to Finish whether they complete the course or not.
5.
In the cold months of November through March, when the sun sets early, close registration at noon, instead of 1 PM.

6.  Late in the event don't let everyone go home when there are still people out in the woods, in case you need a search party.  An Event Director needs a minimum of four experienced orienteers, to make up two teams of two to comb the woods, plus one to stay behind.  Ideally, at least one of these people should be trained in First Aid, Cardio-pulmonary Resuscitation, etc.

SAFETY

(Continued)
7.
Keep careful track of the scorecard stubs, so you know who's still out in the woods.  Near the end of the event if you have some stubs left indicating people still out in the woods, take these common sense steps:

a)
Is someone hanging around who looks like they are waiting for someone?  Ask if they know your missing person.

b)
Check the start time on the stub - if it was a late one, perhaps the person is less overdue than you think. Some people are both slow and stubborn (over five hours on a yellow course is not unheard of).

c)
Sort carefully through all the scorecards that have been turned in, to see if one matches the stub.  Sometimes in a flood of finishers, it is easy for a finish worker to let a scorecard slip by without being matched to its stub.

d)
See if the stub belongs to someone competing in a group.  Occasionally a group will turn in two stubs at the start, but only one scorecard at the finish.

e)
Try to determine if the person has gone home without reporting in.  Get the car license plate number from the waiver sheets.  Check to see if that car is still in the parking lot.  If not, you can infer that the person is no longer out in the woods.  As soon as you can, confirm by telephone that the person is safe (and alert them to the need to turn in their scorecard to finish).

f)
If looking for the car is inconclusive, try to telephone the number in the waiver sheets anyway - maybe the person has sneaked home.

g)
Repeat steps a) to f).  Hope, don't panic; the odds are 100 to 1 against calamity.

h)
Search: Go as teams of two, starting with the area around the last legs of the missing person’s course.  Yell for the person by name.  Agree beforehand upon an ending time, at which all parties will report back; this should be well before dark, if possible.  Be sure that someone remains at the finish/parking lot area, in case the person comes in on his own.

i)
If searching fails, reconsider steps a) to f), then notify the authorities, namely local police, forest rangers, etc.  Explain to them patiently that someone is unaccounted for and may be in trouble, that you have searched once and not found the person.  Be precise, and don't exaggerate.  Prepare for a long night.  Alert UNO Officers so that search parties of experienced orienteers can be organized.

SUGGESTIONS TO ORIENTEERING INSTRUCTORS AT EVENTS

Instructing is an art, irreducible to prescription.  Here are some generalizations and principles that seem reasonable to a some of us who have instructed.

Beginners need many kinds of help:

- Encouragement.  This is the most important thing of all, since orienteering is a learn-by-doing activity.  It is also a sport whose strange aspects (e.g. O suits, IOF symbols) can be intimidating.

-A definition of orienteering.  Some beginners have wrong ideas about what the sport is; for instance, they think it is a treasure hunt or a compass and pace exercise.

-Administrative information.  What happens at registration?  At the start?  At the finish? What are master maps?  What are the different courses for?  What about results? There’s a load of petty detail that the newcomer has to cope with, all of which has little to do with orienteering proper.  Use the hand-out sheets at the registration table. 

-How to understand the map.  Of course, this is crucial.  You should emphasize the really basic points:

  Tell your pupils to read and LEARN the map legend.

Give a sense of map scale.  Tell them that the 100 meter bar is a football field, that three 500 meter bars make a mile.

Point out houses and driveways on the map.

Practice map reading right there at the registration area.

Ask them to pick out features that are visible nearby.

How to use the compass.  This is not very important as long as people know that the red end of the needle points north.  Teach the basic orient-the-map-to-the-real-world technique, and don't forget to say that the map lines point to MAGNETIC north not true north.  Try to avoid teaching the Silva 3-step technique to set the compass, unless people demand it (they often do).

How to navigate.  Of course, you won't try to teach any advanced techniques, unless asked.  It is often a good idea to work through an example of a typical White leg, demonstrating what your pupils should think about as they travel.

Safety.  Remind people to turn in their scorecard at the finish, even if they don’t complete the course.  Explain the reason for this: that otherwise we'll have to search for them.

Although you should teach ALL the above stuff, you won't have time.  Moreover, if you did have time, you would completely overwhelm and confuse your pupils.  So what you have got to do is select the 25% of it that the pupil needs most, and stop there!  Always provide the moral support and friendly encouragement; what else to give depends entirely 

SUGGESTIONS TO ORIENTEERING INSTRUCTORS AT EVENTS
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on the individual personality and experience of the pupil.  For example:

An experienced hiker can manage map and compass OK.  So only needs to be told the administrative information, plus the tricky fact that the map has MAGNETIC north.

A non-woodsman with orienteering friends may know all about how an event works, but never have seen a topographic map.

The possibilities are endless, and often you’ll guess wrong.

OTHER IDEAS:

-When you arrive at the event ask the Event Director about the difficulty and nature of the day's courses, also look at the white and yellow master maps.  Then you will be able to give informed advice to those who do not know which course they should run.  You’ll also know which orienteering techniques to emphasize in your teaching. If the White course is not as easy as it should be, be sure to tell that to the beginners; maybe then they won’t be so discouraged when they get lost.  If the white is very easy you may want to encourage the hiker to try yellow.

-Lots of people do not know that instruction is available.  So be conspicuous.  You can also solicit likely looking newcomers, although nothing attracts pupils as much as the sight of others being instructed.

-If business is heavy, stay available and  ask experienced orienteers to help.

OTHER IDEAS:

Sometimes an athletic beginner will enter Orange or Red, because the course lengths seem so very short.  You should discourage this by emphasizing the difficulties of navigation, and that  a second course can be run for free if there is time.

While teaching, pay close attention to your pupils' reaction to your words, so that you don’t leave them behind.  Ask questions to make sure that you have not confused them, because people will pretend to understand, when they really do not.  You will find that some beginners can learn a hundred times faster than others.  Be patient and flexible.

If, later in the day, you see one of your pupils, ask how it went, and be encouraging.  You might show your course and explain in simple terms what you did. Encourage them to pick up information at the membership table and remind them about the next event.

Enjoy yourself!



  
      UP NORTH ORIENTEERS

FINANCIAL REPORTING FORM

Please complete this form and return it with a check or money order, payable to UP NORTH ORIENTEERS within TWO WEEKs of the event.  Address to:

                        Darrell Scott
                        632 Sand Pit Road

(603)878-1680
                        Mason, NH 03048

darrell.j.scott@ieee.org
DATE OF EVENT:                             EVENT DIRECTOR:                                                   .      

EVENT SITE:                                                                                                                          .

Number of Participants, counting all members of groups. (your best guess, please)                        .

This number will be more than the number of entries because of groups.

Number of Starts (punch cards)
___________________.

INCOME:

Entries: ($5 per adult, $2 per child under 18 years old)
$
.

Non-members ($6 per adult, $3 per child)
$______________________.
Map sales ($2 each)

$
.


Total Income

$
.

EXPENSES: (please attach bills/receipts)

Telephone calls:

$
.

Stationary/postage/copies:

$
.

Supplies:


$
.




$
.

Other:


$
.




$
.


Total Expenses

$
.


     Net Income
$
.
Memberships:

$
.

Donations:

$
.

Other income (specify):

$
.


Total for meet and other income
$____________.

Signature:

Date:

.
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