HELPERS LIST AND INFORMATION SHEET

EVENT ####
SCHOOLS LEAGUE AND LOCAL EVENT
SATURDAY (DATE)
	Task
	Approx Times
	Helpers
	Duties and resources provided

	Entrance welcome
	09.30 -10.15
09.30 – 10.45
	1.

2.                          (late run)
	Give out EOD forms, direct to car park.

Hi-Vis vest, EOD forms.

	Enquiries
	09.30- 13.00
	1.
2.
	(Can be combined with registration)

	Registration
	09.30 -11.00
11.00 – 12.00
	1.
2.

3.
	Located - 
Open at 9.45 latest
See separate notes.

Collect money for courses and ecard hire.

	Computers/
Download
	09.30 – 13.30
09.30 -11.30

11.30 – 13.00


	1.
(SI Co-ordinator)

2.
3.
	Collect all computer equipment and ecards for hire. Set computers in red tent and run download station.

Deal with on the day registration of school member ID numbers, entries, and troubleshooting.

	Ecard Hire
	09.30 – 11.15
11.15- 13.00
	1.

2.                           

	Give out ecard on receipt of voucher. Enter by punch  
Assist computers and log in hired ecards

	Start
	09.50 - 12.00
	1.                         (early run)
2.

3.
4.
	Set up start for 10.15am (first helpers start time).  See separate note.
Take down at 12.05 ish

	Finish
	10.35 – 11.30
11.30 – 1.00 ish
	1.
2.
	Check finishers punch finish box and direct them to download.
(Not necessary if within sight of download)

	Control Pickers
	
	
	Planner to organise.


Helpers get free run.
Officials

Organiser:



Planner:


Controller:


SI Co-ordinator:
Map

1:5000 pre-printed on waterproof paper A4 size.

Note:  If all printed maps are used.  (a)Encourage person to go on another course. (b) start recycling maps.  Registration to Inform organiser when stocks are low.  Competitors may leave their name and address with registration if they want the organiser to send them a copy of their course.  Registration to suggest they download a map from routegadget.

Start 

Directions to start (Distance and approx time to walk)
Toilets 

Are located.
