
SBOC Organiser Training

“so you have volunteered. Now what?”



Types of events

• Local - e.g. Winter League, Summer League - 10-50 
competitors

• Regional - Welsh League event - 80-150 competitors

• National - Welsh Championships, Croeso days - 300-
1000 competitors

• Major - JK, British Championships – eg British Night 
champs  - up to 3000 competitors.



Basically the same format – it’s the scale and 

expectation and thus complexity that changes

• PRE-EVENT
– Permissions/Access
– Information for Competitors
– Entry system 
– Risk assessments and safety
– Plan equipment and volunteers

• ON THE DAY
– Briefing volunteers
– Car Parking
– Assembly/registration/enquiries
– Start
– Finish
– Download/ results

• POST EVENT
– Results
– Budget
– Thank yous



PRE EVENT: Access/Permissions/Officials

What to do Comments 

Local Check: 
Permission for the use of the area 
Copy of permission letter/email  
Fees for access 
Local land owner contact details  
Registration in British Orienteering Fixtures 
database 
Preliminary Risk assessment  

Usually all done by fixtures and 
permissions secretary

Latest Risk assessment for the area 
from Fixtures Secretary

Regional As Above Plus
Car park arrangements – where , fees?
Toilet facilities  - do you need to get extra?
Contact Planner/Controller for  general 
layout of assembly, start and finish etc
Appoint Team Leaders

Do a site visit with the Planner if 
possible.



PRE EVENT: risk assessment and information
What to do Comments

Local Complete Risk Assessment for Area –
different at night

Prepare event details – for website eg
where, how to get there, timings, entry fees, 
courses  offered, restrictions eg dogs, safety 
issues from Risk Assessment eg whistles etc 
and contact numbers

Set up Event on Pre-Entries System

Contact Fixtures Sec for latest 
version.

Use Template – from website. Pass 
to webmaster to put on Website 
and give as much notice as possible. 
Publicise Event.

Ben Mitchell can help with set up

Regional As above
Extra information re toilets, parking, walks to 
start, 
Clothing dumps, Entry dates and how to 
enter
Will you need phones if start etc a long way 
apart

As above –
But with extra information.

Need to do a budget to determine 
fees. Club has examples for you to 
review. 



Templates



Where your event can be seen.

• Events are registered on the BOF website

• Also entered onto the SBOC website 

• Set up on Pre-Entries System

• Publicised via Twitter and Facebook.



Team Number Comment

Car parking (if needed) 3 people Need to be there early

Event Admin – Registration/Dibber 
Hire/Enquiries/Download and Results

2 people Need tent/shelter or 
building 

Starts 3 people

Finish (if needed) 1 person

Total 8-9 people Two shifts of each

Control Collectors Around 5 Tell beforehand 

PRE EVENT: Getting your Volunteers

• Usually try and use same people to build their experience
• Assign First Aiders beforehand
• Decide if they get a Helper discount – and circulate helper code to them before 

they enter
• Always assign team leader for each.



PRE-EVENT: Getting the equipment

Activity Equipment

Event Admin Tablet/laptop; Izettle; Printer, Powerpack, Hire dibbers, 
entrant registration sheet, clipboards, float, start lists, 
final details, map corrections, tents, chairs, tables, First 
Aid pack. The H&S risk assessment 

Start Lists and 
Registration List 
available from Pre-
Entries

Car Parking Road signs, signs to arena, pointy hands, fluorescent 
jackets, bucket for money

Start Signs to start, map boxes, red tape, tablet clocks, pegs, 
clip boards, pens, first aid, stakes, maps, control 
descriptions, start lists, start banner, blank maps, clear, 
check and start SI units and spares, start kite, SIAC 
master units

Start lists from Pre-
Entries

Finish Finish unit, stake and kite, finish banner/arch



PRE-EVENT: Sorting the Admin

Activity Required Tasks

Event Admin • After Entries have closed export the start lists from Pre-Entries.
• Liaise with Planner about number of maps needed for each course.
• Load the Tablet with the start files also from Pre-Entries.
• Allocate Hire Dibbers and Register Competitors on the Tablet.
• Print Registration list from Pre-Entries for enquiries team
• Charge electronics
• Do you need to send any last minute instructions to competitors.
• Update any safety notices

Car Parking Check weather forecast and see if this changes any of your plans

Start • Export start list from Pre-Entries for use on the start
• Export Start Times for competitors from Pre-Entries if thought needed.
• Think about clothing dump if adverse weather
• If extreme weather consider cancellation/postponement



ON THE DAY: The basic plan

• Brief Team Leaders on locations and issue equipment to them –
Start Team must check all starters.

• Check car park location.

• Set up the Event Admin centre.

• Check start and finish locations.

• Check with Planner and Controller all control sites are in place 
and checked.

• Event can start once Controller gives go-ahead

• Keep an eye on results and finish times.

• Get start list back and check off against any missing runners.

• Once all back. Close courses and collect controls.



ON THE DAY: Basic Layout 



ON THE DAY: Car parking and travel

What to do Comments

Local Mostly only a few cars..care where to park, 
safety is important, 
Limited signage.

Its frowned upon for major road 
signage unless we comply with 
Traffic Signs regulation 2002 etc!

Regional As above –
Up to 100 cars, 
Charging ? Bucket collection.
You will need car parking  team

Brief car park team on basic 
instructions where things are and 
last minute changes



ON THE DAY:  Event Admin:

What to do Comments

Local All in one place usually,
Record entry details - pre marked sheet
Take money – have a float
Issue control descriptions 
Issue hire dibbers if using SI
Sign for course details

Normally just about get away with 
1 person, but better with 2.
1 to do registration etc.
And 1 to do starts and finishes and 
downloads

Regional As above – but
need dedicated registration enquiries desk  
for entries on days, late  payments, course 
changes etc
close to download and results SI team.
Tents need erecting? Early team to set up
Suggest 2 shifts of volunteers 2 per shift
Display blank maps and map corrections
Signs to start

Make sure enquiries/registration
team have all info..copies of details, 
spare stuff, latest changes
Check on power supplies
Get maps and control descriptions 
from planner



ON THE DAY: Start - adopt standard format  

What to do Comments

Local Punching start
Need clear, check and start SI units
Issue maps 
Safety check (whistle, cagoule, spare head 
torch)

Helpful if separate person does this 

Regional Basic 3 minute call up and grid.
Maps in boxes after punching start (check
they are in correct boxes)
2 start teams – 3-4 people per shift
Control descriptions in -2 box,
Blank maps in -1 box
Need start list to tick off runners
Clear and check before grid
Safety check as above
Firm on last start times! 
Tape routes to the start

Sometimes you can put maps under 
boxes.
Sometimes have separate lanes for 
courses to help spot gaps
Weather protection for start team.
May have clothing dump
Start only when Controller says Ok to 
do so and all courses checked



ON THE DAY: Finish/Downloads/Results:

What to do Comments

Local Set up finish – tape route to download 
station

Set up download unit linked to tablet. The 
printer is connected by Bluetooth. 

Results for competitor and results for 
organiser 

Put finish banner next to control

Better if with registration & enquiries

Regional As above
Results and download using Tablet/laptop 
so  retains results..Can print out regular 
updates. Can also use Live results
Any major queries of mis-punching – get
controller to sort 
Check for missing competitors

As above
Usually requires a skilled team..
Cris Arnold, Steve Jones, Bridget 
Stein etc are good and experienced.
You might need volunteer to watch 
finish control



POST EVENT TASKS

Task

Results Send export of results to Webmaster for publication
Send results to BOF for the Ranking Points
If using Sportident App – send the Race Centre link to Webmaster so the 
live results are available
Publish ,maps and courses to Sportident Race Centre for post race analysis
Export file from App and send maps and course files for Routegadget
Publication

Budget Complete and pay all expenses and send receipts and expense claims to 
Treasurer

Thank You Send Thank You messages to volunteers, landowners and any other 
relevant parties. 
Also using Pre-Entries bulk email, you can email competitors with links to 
results

Feedback Pass any feedback on review form to Fixtures Officer for any learning or 
map revisions



Thanks

I want to put this and helpful templates etc. 
on the website once we have it updated so 

it’s a resource for organisers – avoid re-
inventing the wheel


