Registration Procedures for Badge and CC events.

Prior to the Event.

· Obtain a few spare blank entry slips for competitors who inevitably arrive at Registration without one. See website. 
· Obtain registration course lists from Website. Or from pre-entry person.
· Obtain the Hire Dibbers. See Planner.

· Obtain Dibber Hire Record sheets. Website.
· Obtain Clipboards for each course, Pens
· 'Registration' sign
· Arrange dibbers in packs to suit dibber sheets.

· Badge events. Obtain Pre-entry start time lists for each course, from pre-entry person. Must have column for full forename, and registrators must be told and then checked that they are filling them in.

· Contact all Helper team members. Advise time of arrival. 9am latest?


Problem areas to watch for.

· Make sure car park teams are handing out entry slips and details on the day.

· Competitors forget to bring entry slips to registration. So have spares.


· Registration/car signposting needs to be good 'cos dibber events are still new to people.

Registration Layout

	Results Caravan
	Enquiries

Buddy

Dibber Hire (£40 float)

2 people. Car 1
	2 people

£20 float
Car 2
	2 people

£20 float
Car 3
	2 people

£20 float
Car 4


Entry money is taken in each car. Large float needed in dibber car, because competitors are sure to bring a £10 note.

Instructions for helper in each car. (print this bit to give to each car)
Check entry forms are correctly filled in. Dibber number etc. Age class if badge event. Age if colour coded. (this is particularly for juniors who sometimes put eg JMW1etc)

Write dibber number on registration course list (copies on the website). Inform team leader when nearing red numbers as it may be necessary to recycle maps.
· Keep entry forms in a neat pile for Team Leader to collect and take to results.

Collect entry fees as below

Adults £4.50

Students £2.00 (Student card required)

Juniors £2

Extra maps 50pence.   Check latest fees otech for correct fees.
+1’s free

· Give registration sheets to Team Leader at end. Thence to Organiser.


Enquiries and Buddy System

Equipment from store:-

Enquiries sign


Numbered key hanging board. Tag labels.


Get copies of final details from website.
The Enquiries area needs to have a large sign which people can see as they enter the assembly area + big plan indicating where everything is: starts, finish, loos, + times to get there will save a lot of queries. Also need safety noticeboard advising competitors of system.

However, queries are put to any nearby officials and so it is sensible to brief all the helpers on car parking, registration, results and any other activities in the assembly field so they can help competitors. Competitors expect them to know the answers. Suggest team leaders are briefed on all the following before the day and are asked to brief their teams on the day.

Event Safety: An event safety officer should have determined the system to be used. But the system is likely to be as follows:

Competitors travelling alone wanting a safety check will leave their car keys at Enquiries.

Equipment - Buddy noticeboard from store. Numbered key hanging board from store.

Keys must be hung with stub/luggage label attached or competitor details written on a clipboard sheet.

The stub/label or sheet needs the car reg number, course, competitor's name, address and phone number. Check before the event what the safety system is with the safety officer if there is one and your part in it.

It is essential that the Buddy system is manned until the last keys are collected.

Some people who are not alone, sometimes wish to leave their keys at enquiries.

The following questions are often put so you must clear the answers up with the organiser beforehand:

Where is registration?

Are there separate control description lists? Where are they?

What courses are available?

What technical diffculty/Length are they?

Are master control lists available to copy?

Can we start at anytime, or at a specific time.

Can I change my start time? Are they displayed at the start or anywhere else.

Where is/are the Starts - where is Start A/Start B

Where is my start? where do they find out which start is theirs.

Where do I get my map?

Where can I leave my keys?

How long to the start?

Where do I register for safety purposes?

Where are the loos?

Is there a string course.

Where is the string course.

Are there loos at the starts?

Where is the Finish ?

Is there a clothing retum?

All about e cards ff being used - hiring/buying them, using them.

Do I need a whistle?

Can I wear shorts?

