
Saxons Orienteering Club – mapping protocol 
 
Fixtures and Mapping Sub Group 
The club maintais a permanent sub group for fixtures and mapping. This comprises 
the Fixtures Secretary, the Mapping Secretary, the Land Access Officer and the 
Fixtures Personnel Officers. This group co-ordinates the venues and dates for 
Saxons events and arranges mapping of areas for events. The sub group will invite 
such other club members to meetings as deemed appropriate. 
 

Mapping Secretary 
The club will appoint a Mapping Secretary who - 

 Manages the Saxons land register 

 Drafts the club’s mapping programme (in liaison with members of the Fixtures 
and Mapping Sub Group) to provide maps that will be required by the club in the 
next 2-3 years  

 Appoints the mapper for each mapping project 

 Appoints a commercial surveyor if required 

 Ensures production timetable is adhered to 

 Disseminates current BO/IOF mapping issues and standards 

 Responsible for the club’s mapping software 

 Custodian of electronic map files and ensures version control 

 Issue map files to event planners ensuring that they comply with current BO 
requirements regarding OS copyright. 

 Maintains a list of surveyors and cartographers (both commercial and club 
members) 

 Arranges training in surveying techniques if required 
 
In respect of the maintenance of electronic map files, the Mapping Secretary will 
agree a procedure for this (including ‘off-site’ back-up), with the Fixtures and 
Mapping Sub Group. Such arrangements shall be reported to the Committee as and 
when changes to procedures are agreed and documented as an appendix to this 
protocol. Event planners must ensure that they use only the up-to-date event map 
provided by the mapping secretary for planning their event and not a previous map 
that they may have to hand. 
 

Mapping generally 
The club will, as a general policy, seek so far as possible, to map; and maintain up to 
date maps of all available areas in Kent and East Sussex. This will include areas 
available for use as ‘Permanent Orienteering Courses’ (POCs) – the development of 
which will be actively encouraged. 
 

Value for money 
It will be the guiding principle that procurement of all maps for the club will be based 
on a ‘value for money’ approach; to protect the interests of the club and club 
members. The general approach will be that competitive quotations, where possible, 
will be sought for all mapping work undertaken by the club. Where for some reason, 
competitive quotations are not possible/feasible, any mapper, ‘professional’ or 



‘amateur’, approached will be asked to quote on the basis of total price. It will 
generally be expected that any quotation provided will be inclusive of all costs. 
 

Maps for major events 
Where a major event is planned and the area requires, in the opinion of the 
Committee/event planner and/or the Mapping Secretary – 

 a major update – consideration will be given to the employment of a ‘professional’ 
mapper to undertake the task, or a club mapper considered by the 
Committee/Fixtures and Mapping Sub Group, competent to undertake the task. 

 minor updates – these are usually found to be necessary when events are 
planned and/or the area has not been used for some time. In these cases, either 
the planner and/or a nominated club mapper, will usually undertake the 
necessary survey and OCAD revisions, to the satisfaction of the event Controller. 
Any modified map files must be returned to the Mapping Secretary along with 
notes as to which areas have been updated. 

 

Contract with professional mappers 
Before accepting any quote the club treasurer must be consulted. Commissioning a 
new map or remapping project from a professional mapper needs to be confirmed in 
writing (e-mail is acceptable) to state: 

 Exact area to be mapped 

 Scale and size of final map and software to be used 

 Arrangements for granting access 

 Timetable including latest acceptable delivery date if destined for a planned event 

 Total cost to club (to include travel and expenses) – as a quotation, not estimate. 
In the case of a particularly large commission it may be appropriate to use the BO 
proforma contract. 
 

Maps of other areas 
Where maps of other areas require mapping/updating, the Mapping Secretary will 
initially attempt to engage a club mapper to undertake a re/survey of the area in 
question on an expenses paid basis. Where this is not possible/practicable, the 
Mapping Secretary may seek competitive quotations for the work from other 
mappers as appropriate. Alternatively, consideration should be given to a ‘club 
survey’ using club members under the guidance of a competent club or other 
mapper. 
 

Club mappers 
It is recognised that club members with the necessary surveying/mapping skills may 
be asked to quote for the production of maps, though the expectation will be that 
they will offer a reasonable reduction to any usual daily fee or similar cost charged. 
Where club mappers work on a voluntary basis, travel and other expenses shall be 
paid at rates agreed by the Fixtures and Mapping Sub Group. 
 

Provision of club maps to third parties 
The club's map stocks represent a major asset and investment built up over many 
years so our copyright must be protected. Furthermore, almost all our maps will 
contain OS copyright material and we have a responsibility that they are used in 
compliance with the prevailing agreement between BO and the OS. There may be 



occasions when we are asked for copies of maps by third party individuals or 
organisations. We should only comply with such requests when there is a clear 
advantage to the club, such as enhanced PR, as a quid pro quo in gaining access or 
mapping permission, or for the wider promotion of the sport of orienteering such as 
permanent courses. Each case will be decided on its merits after discussion between 
the Mapping Secretary, Permanent Courses Officer (if appropriate) and Club 
Chairman who will decide whether to consult the wider committee. As regards OS 
copyright, educational establishments are currently exempt and public parks may be 
covered by a local authority licence but other areas need careful justification and this 
may be the reason for declining to supply a map. When we agree to supply a copy of 
a map it should be in a non-editable form (e.g. .pdf file) and bear the Saxons logo 
and copyright statement. Note, Windows metafile (.wmf/.emf) or bitmap (.bmp) file 
formats are non-editable and compatible with Condes. Editable OCAD files will only 
be shared in exceptional circumstances and only after the implications have been 
considered by the club Chairman and/or committee. 
 
David Kingdon & Simon Blanchflower 
30/05/2013 
 

 

  



Important points to remember when planning an urban orienteering 
event 
 

Overall Permissions, etc. 
 The first step in organising an urban orienteering event is consultation with, and 

agreement from, the relevant local authority. Probably the Sports Development 
Officer (or equivalent) will be the best person to start with. He/she will need to 
consult with other local authority departments and possibly the ‘blue light’ 
services so start early – a year before the event date. You will need to provide an 
event submission/proposal so all parties can see/understand who we are and 
what’s involved. A copy of one used for Tunbridge Wells is attached as an 
appendix to this document. 

 Attempts should be made, early on, to get the event included in the South-east 
Urban Orienteering League (SEUOL) and Nopesport (or equivalent) national 
league competitions. 

 

Two Day Event/Versus a Single Event 
 Trying to do two events, one Saturday, one Sunday to attract more people – 

based on the assumption that it would be more worthwhile coming to the event if 
you could  make a weekend of it, - was not effective. Very few people entered the 
Saturday event in advance or did both events. It is more work, needs more 
volunteers and causes problems for planner not getting controls until the last 
minute. 

 If you do have a double event, it is easier for S.I. people to manage if you set the 
events up separately, not as a two day event on Fabian4. 

 

Advertising 
 We found that advertising by small A6 cards and distributing to local sports 

shops, clubs etc did not prove effective. We had only two newcomers to the 
Tunbridge Wells event. 

 Possibly a more effective method may have been notices on lampposts, 
roadsides etc similar to those advertising local fairs and concerts. 

 

The Event Arena 
 Greatly enhanced event to have the arena in a public park where toilets and food 

outlet were available. This also made the sport more visible to the public and 
reduced costs on hiring toilets. 

 Need a really visible place to erect the large banner ‘come and try orienteering 
today’. 

 Would have been good to have the banner up a few days before and add the 
date rather than the word today. 

 

Control flags and units 
 Make sure you have permission for all sites being used. Most of these may well 

be the local authority but check any private estates, shopping centres, etc. 

 If in doubt don’t use the site or you may be in danger of having the control box 
removed during the race. 



 Make sure all flags have the Saxons permission notice on them. (Small printed 
slip of paper saying Saxons have obtained permission to place this flag and unit 
here from etc.etc.) 

 

Safety for Competitors in Race and at Road Crossings 
 Any major road being crossed should have either a timed out leg with controls 

either side of the road or a marshal. Assuming the competitor will cross the road 
at a pedestrian light – even if the course is planned so that is the best route – 
cannot be guaranteed. Competitors do silly things to save time; such as jumping 
barriers and trying to manually stop traffic! 

 Bibs are useful so public know competitor is in a race. Can use numbered bibs 
where number is not specific to runner or event – so can recycle bibs – we have 
a lot in stock. 

 Need to get runner to put their name on front of bib and telephone number of 
organiser or member of registration team who is not competing. This number 
should also be on the map. This is in case runner has an accident and is unable 
to say who they are – unlikely runners carry identification. 

 

Appendix A 
Example submission to a council for an urban orienteering event 
Saxons Orienteering Club – proposed Tunbridge Wells Urban Orienteering event 
8.6.14 
 

Introduction 
Saxons Orienteering Club (see www.saxons-oc.org ) was established in 1975 as a 
non profit-making sports organisation and covers the geographical area of Kent and 
the eastern part of East Sussex. Its principal aims are the organisation of 
orienteering events; and the development of the sport in those areas. The Club is 
affiliated to the South East Orienteering Association (SEOA), the regional body 
which co-ordinates the sport in SE England and British Orienteering (BO), the 
national body, which co-ordinates activities within the UK and represents the sport 
on the world stage. Saxons currently has some 150 members, ranging in age from 8 
years to 80 plus years. It has Clubmark status, achieved in 2009 and recently 
renewed. 
 

Event programme 
In a typical year, the club organises the following events – 
Type No. Day/night No of competitors (approx) 
Regional event 1 Day 250 
Sunday Series 5 Day 150 
Kent Orienteering League (Sat) 5 Day 100 
Kent Night Cup (KNC) 26 Night 35 
Events are attended by both club members, members of other orienteering clubs and 
members of the general public on an ‘ad-hoc’ basis. The club is grateful to a range of 
public and private landowners for permission to use their woodland, etc. for our 
events. The KNC (night) events are held over a mixture of woodland and urban 
terrain, the latter including, for example, the streets of Tunbridge Wells, 
Crowborough, Tonbridge, Canterbury and Maidstone. 
 



Urban Orienteering 
Urban (Town/City Centre) Orienteering has been a recent and growing discipline 
within the sport –aimed both to provide a varied challenge to traditional ‘woodland’ 
orienteering; and as a way of showcasing the sport to a wider and potentially more 
inclusive audience. National and Regional leagues have developed; and since 2010, 
events have been held in a number of city/town centres including - 
Edinburgh, Carlisle, York, Sheffield, Lincoln, City of London, St. Andrews (Glasgow), 
Warwick, Huntingdon, Pickering, Nottingham, Ripon. 
Of these urban events, the City of London competition attracts the largest number of 
competitors at well over 1,000 – 200 of whom are from overseas. The others have 
had around 300 people participating at each event. Saxons held a very successful 
urban event in Canterbury in the summer of 2012 and are now looking to hold a 
further event in the west of the county of Kent in Tunbridge Wells. 
 

Proposed Tunbridge Wells Urban Orienteering event 
The proposed Tunbridge Wells Urban event would be organised in accordance with 
British Orienteering guidelines for this type of event. 
The event would, if possible, use public open spaces, pedestrianised and trafficked 
streets and parks within Tunbridge Wells. We would seek to attract both regular 
orienteers from within and outside of the town/region; and also members of the 
general public to ‘give orienteering a go’. We would hope to give publicity to the 
event in liaison with the Borough Council and Kent County Council. National/local 
publicity would be organised to maximise participation. We would envisage around 
300 people in total participating. 
For the main competition, is intended that there would be 5 age related courses – 
from ‘Men Open’ to ‘Ultra Veteran Men (age 70+) / Super Veteran Women (age 55+). 
We would also like to provide a junior course for under-16s. This latter course would 
need to be planned in accordance with BO guidelines, for example in an area where 
no major/busy roads are crossed – possibly utilising Tunbridge Wells Common 
(subject to permission). Course lengths would vary (in straight line distances), from 
6-10 kilometres for the ‘Men Open’, to between 2.5-5 k. for the shortest course. We 
will also be providing a course suitable for local people wishing to try orienteering. 
Courses will be individually planned and individual start times are likely to be over a 
two hour period – 10.00am – 12 noon, so ensuring no great concentration of 
competitors at any one time or in any particular location. Unlike a road race, there is 
not a mass start and competitors do not follow a set route – each deciding which is 
the best route between control points. Courses would be planned to ensure that 
competitors avoid undue risk and do not take short cuts through private property or 
other designated ‘out-of-bounds’ areas. The special orienteering map which would 
be produced for the event would be based on International Orienteering Federation 
mapping standards, clearly to show such areas. The event would require the 
preparation of a formal risk assessment, both as a matter of good practice and to 
ensure comprehensive insurance cover through British Orienteering. This provides a 
£5m public liability insurance, full details of which are available if required. 
 
In terms of support /sanction for such an event, it is not entirely clear what formal 
permissions are required. Saxons currently hold (night) ‘street’ events in town 
centres and no specific permissions are sought, or thought necessary, for these. 
These events are seen to be substantially the same as a local running club using 
public spaces for training type runs. We do not envisage any special requirement for 



police attendance. For our proposed Urban event, we would need, it seems to us, to 
seek specific approvals from the Borough Council Parks and/or Highways 
departments in respect of the planned start/finish area (when agreed); and the 
location of our small control flags - which would be placed shortly before the event 
commences and removed immediately afterwards. We would, however also 
welcome support and guidance from the Borough Council on the best way to carry 
this venture forward. 
 

A possible Permanent Urban Orienteering Course 
As part of the proposed event, Saxons would like to explore, with the Borough 
Council, the possibility of establishing, in the Town, a permanent urban orienteering 
course. This could potentially allow residents/visitors/tourists to try orienteering by 
locating permanent fixtures (e.g. lampposts) using the special map produced. This 
would obviously need further consideration/discussion, but is something we would 
like to consider in due course. 
 
David Kingdon 
Saxons Orienteering Club 
18/03/2013 

 

  



 
TD1 or ‘White’ 
We often forget this one in our range of Colour Coded (CC) courses, usually 
because we expect only a very few younger children (if any) and when they come, 
we tend to direct them to do Yellow. That can be a mistake as a bad first run on a 
Yellow for an 8-year-old could put them off for life. The TD1 is really the course that 
is so easy that you just have to succeed. 
 

 
 

The course above is 1.4km, an ideal length for a TD1. Aim for that length but you 
may go to as little as 1km but no more than 1.9km. Notice that the control codes are 
sequential 41-48. There has been some discussion on the merits or otherwise of this 
and some think it is a good idea on a White course where the objective is to keep 
everything as simple as possible. An alternative is to have completely random codes 
that form no pattern at all. What is NOT helpful is to have ‘almost a sequence’ as that 
can be confusing for a younger competitor. Eg. I would avoid sequences like 41 - 42 
- 44 - 45 - 55 - 46 - 47. The start is on a path, not a path junction. The start must not 
be on a junction as a junction is a decision point. No leg on a TD1 should require the 
competitor to make a decision about which way to go… I said it was easy! 
 
Start to 1 is 200m run along a path with no decisions on the way. The length of that 
leg is ‘textbook’ perfect. All legs on a TD1 course should be ideally 200m. The 
description for 1 would be ‘path junction’. On the ground (and this is really important) 
the control would actually be sited on the exit side of the junction, so that once the 



competitor had dibbed, he or she is already on the correct path for the next control; 
no decision to make. 
1-2 is also 200m and so is 2-3. The control at 3 would be a metre or two along the 
northern path from the crossing. 
3-4 may be bit shorter than the optimum 200m but there is a junction at 4, a decision 
point, which must have a control on it. 
4-5 is again the ideal 200m, and the ride crossing the main track may not even be 
noticeable but the competitor will probably see the control a long way off. That is fine 
for a TD1 course. 
5-6 should just be a nice fast run in the same straight line, giving a sense of pace 
and progress. Note that if there was no narrow path crossing at 5 I would still place a 
control there. Given that there are no other features on the path nearby, I would 
simply place by the path and the description would simply be ‘path’. It appears that 
control 7 spoils the optimum 200m distance rule. Yes it does, and if there was no 
decision to make there, we could miss it out, go from 6-8 and have yet another 
perfect 200m leg. But 7 is essential to ensure the competitor heads away NE. The 
control of course is sited a couple of metres on the NE exit path. Control 8 is sited in 
the middle of a complex junction of several paths. It would be sited so that once 
dibbed, the competitor would be in no doubt which way to head for the finish. 
 
TD2 or ‘Yellow’ 
This is the course that an older child could do as a beginner. The ideal distance is 
2.5km so aim for that; no less than 2km and no more than 2.9km though. Let us now 
go around the TD2 course below. 
Start to 1 is about 350m and that is the recommended maximum leg length for TD2. 
Try to vary legs between 200m and 350m. On the way to 1 there is one major 
decision to make and another minor path to cross. Two decisions is the maximum 
allowed on a TD2 leg. 
1-2 is a bit shorter, may be 300m. Try to observe the good practice of siting the 
controls on the exit side of junctions. (For TD3 and upwards, this ceases to become 
necessary). 
2-3 is a shorter leg (200m) but this is the one where an unwary competitor could 
easily go wrong. Shortly after leaving 2, he or she could enthusiastically gallop past 
the junction at which a right turn is required, especially since the competitor is 
leaving a large ‘fast’ path for a smaller, narrower one that may be difficult to spot. 
Planning on a map alone is risky. The planner would need to visit the site to see 
whether that junction is clear enough. If not, I would simply put an extra control on it. 
3-4 is a nice down-hill run towards a pond. To add variety, as the pond will be visible 
from the path and only a few metres away, it is reasonable to site the control on 
“pond, west edge” if only to add some variety to the control descriptions. TD2 
competitors are allowed to leave a line feature for a few metres as long as they 
cannot lose sight of it. For instance, had the pond been 25m away surrounded by 
dense trees so that it was not visible from the path, then it should not be used. 
 



 
 

 
4-5 has a decision point immediately after the pond and another one to turn left and 
head up hill. 
From 5, some planners may consider missing out 6 and going straight to 7; it would 
certainly be a reasonable leg length. However, it would break an important rule about 
route choice. No route choice is allowed in TD1 or TD2. Without 6, a competitor 
would be faced with two choices of route. 
7-8 is on a path / ditch crossing right next to another path, so the competitor has to 
make a decision immediately after dibbing and then another one before reaching 8. 
8-9 requires crossing a stream. May be it is a small stream all the time. If it is fast 
flowing or deep, it may be unsuitable for safety reasons. Only a site visit or local 
knowledge would enable you to know. Younger competitors may enjoy crossing 
streams but often it takes their concentration off the map and they wonder (and 
wander) afterwards. 
9-10 should be a ‘fast’ path run with a short leg from 10 to finish. It is always good 
practice in any course to have a short last leg. 
 



Please bear in mind that the TD of a course is measured by its most difficult leg. So 
a TD1 (White) course as above would become a TD2 simply by introducing one leg 
with a decision point. Eg, removing say control 7 in the white course would make the 
course a TD2 and a very poor TD2 course at that. The aim is to keep the TD 
consistent throughout the course and for that matter from event to event. It should 
not be the case that a Yellow has been planned with a ‘couple of Orange legs’. It is 
then in fact a TD3 (Orange) Course with lots of Yellow legs and not at all 
satisfactory. Consistency across events is important. TD2 is TD2 and a competitor 
should expect the same standard of course at each event and therefore the same 
(approximate) time. 20 - 30 minutes on a Yellow and around 15 - 20 minutes for 
White are reasonable. 
 
TD3 or ‘Orange’ 
For our Orange course, we go to Pembury Woods. The map extract below shows an 
Orange course with its control descriptions, reproduced at about 1:10000. TD3 may 
be the course for an adult beginner who is reasonably confident with map-reading, or 
an improving youngster probably at secondary school who has already completed a 
few Yellow courses. TD3 is the designated standard for M/W12. With juniors, the 
physical difficulty and hazards such as road crossings of any kind should be 
considered very carefully in risk-assessing the courses. 
The start is on a path, not a path junction. Unlike TD1 or TD2, the start could be on a 
junction though it is preferred that competitors just ‘get going’ at the start and don’t 
have to think for too long. 
Start to 1 is a 200m run along a path then a turn off to the right to find an earthbank 
near the path. It is not necessary that the control is visible from the path. What 
matters is that the feature is close to a good attack point, in this case a path junction. 
The length of that leg is fine. It could have been shorter or much longer; there is no 
absolute restriction on leg length with Orange, though it should have controls 
relatively frequently. 
 
An Orange course should be between 2.5km to 3.5km in length including 0.1km for 
every 10m climb. In our example, the actual length of the course is 2.6km but the 
height climb of 80m means that its ‘length’ should be considered as 3.4km. You 
would expect about 10-12 controls on most Orange courses and it would be rare to 
have a leg of more than 400m. 
1-2 provides a short leg with a simple choice of route and several decisions. It is 
likely that the three pits are close to the paths and probably visible from them. That is 
fine. The paths around the pits act as ‘collecting features’. 
2-3 also has route choice, though the likely route would be out to the larger path to 
the west. The competitor should notice the bends in the path and count the junctions. 
If control 3 is overshot, there are paths close to it that will catch the competitor from 
going too far beyond it. 
3-4 is likely to lead the competitor along the path next to the stream. Using distinct 
earth features, such as depressions or knolls makes for more variety than typical 
TD1 and 2 courses. The depression appears to be close to the path and probably 
visible from it. If not, this site would need to be used with caution as leaving the path 
adjacent to the depression too far north could result in wandering NE towards a high 
fence or north towards the main grid power line. However, these collecting features 
should still be effective though they are a little further from the control than desired. 



4-5 allows the competitor to experience ‘corner-cutting’ if they so wish. There is the 
‘safe’ option of following a longer path route virtually all the way. 
5-6 should just be a nice fast run along the path near the stream. It is likely that 
control 6 will be visible from the path. 
6-7 provides another corner-cutting option over a fairly short distance but again there 
is the option of getting there on paths alone. Note that when corner-cutting, the 
competitor may use the compass to follow a rough bearing or even to aim off for a 
longer leg. The main thing to consider is that it should always be possible to get from 
one control’s attack point to the next control’s attack point by following line features 
alone. 

 
 

7-8 is likely to be approached from the path junction 50m NW of control 8. 
8-9 offers a choice of two path routes (and the remote possibility of a straight line 
run). The control is likely to be attacked from either the SE or NW along the 
vegetation boundary on which the small depression and control are sited. 
9-10 offers a challenging leg with good route choices and lots of variety. Some may 
well head SE in a straight line though most would take a path or ride route most of 
the way. 



10-11 is a chance for a quick corner-cutting sprint near the finish and 12 - Finish 
offers a similar challenge. In the case of the last leg, the path route to the finish 
would involve climbing too high then descending again to the finish banner. Time 
would probably be saved by an accurate straight-line sprint. 
 
In general the Orange course provides the following: 
Route choice; corner cutting; rough compass bearings; use of some distinct earth 
features; several changes of direction; leaving the security of a line feature; having a 
collecting feature fairly close beyond each control. In planning an Orange course, 
some of the Yellow course controls could be used. This would be most appropriate 
for instance where the Orange course jumps cross-country from one control to 
another, whereas the Yellow course might have had other controls in between. The 
Orange competitor then has the choice of cutting across, or going around as if on the 
Yellow course. As ever, consistency across events is important. TD3 is TD3 and a 
competitor should expect the same standard of course at each event and therefore 
the same (approximate) times. 25 - 40 minutes for an Orange course is reasonable. 
 
TD4 or ‘Light Green’ 
The next level is TD4 and this belongs only to one colour coded course; Light Green. 
It is always around 3.5km in length and is intended to bridge the technical gap 
between Orange and full technical courses such as Green, Blue and Brown. 
However, in many areas of the UK, TD4 is about as technical as the terrain will 
allow. In the SE region there are very few areas that could support TD5, the hardest 
level. 
 
So what is TD4? 
Controls should be on any feature not requiring map reading through complex 
contours. This does not preclude areas of complex contours, provided there are 
other means of navigating in that area, for instance a water course, large knolls or 
rock features. Courses should have as few controls as necessary and involve legs of 
varying lengths, changes of direction and route choice. The main features of TD4 
that separate it from TD5 (the most technical) are as follows: 
For TD4, there should be a 'collecting feature' behind every control. This means that 
if the competitor runs past a control and continues in the same direction, he or she 
will 'soon' arrive at a line feature or very large landmark such as a lake! This acts as 
a 'safety net' and prevents the competitor drifting off course too far. However, the 
definition of how far away the collecting feature should be is unclear. It ties in with 
another condition of TD4, i.e. that errors should not be expensive in time lost. 
Suppose a control was placed in a small depression in technical woodland. Though 
there may be (and should be) other features nearby to aid navigation, there is no 
path, road or line feature within 300m of the control. That control would be TD5, 
probably in Scotland. Now imagine the same control with a forest road running 100m 
north of it and a footpath 100m to the south and a stream to the east. It is now likely 
to be TD4 and quite possibly in Kent. I have studied most SAXONs maps and many 
of the areas support no harder than TD4. Therefore, the planner needs to be careful 
to follow the rules. If the Green, Blue and Brown courses are to be 'the most 
technical courses', then there might be a temptation to make the Light Green a bit 
easier. This would be wrong if the area supported only up to TD4. In such a 
circumstance, all courses of Light Green and upwards would be TD4. Finally, when 
planning Light Green in our area, I would offer this advice. Plan to make an 



interesting and challenging course encompassing all that makes good orienteering; 
changes of direction, varying leg lengths, route choice. Do this as if you were 
planning Green, Blue or Brown. Then afterwards, take yourself through the course 
and on each leg, determine whether there is a catching feature soon after each 
control, whether a mistake is likely to be expensive in time lost or whether there is a 
need to deploy map reading through complex contours. If any of those requirements 
are compromised then consider re-siting the offending control(s). 
 
TD5 –Green, Blue and Brown  
This is often described as being ‘as technically difficult as the terrain will allow’. None 
of our areas in Kent support true TD5 as there are simply too many line features or 
‘catching features’ too close together. However, this article will hopefully help 
planners to make the best use of our areas when planning Green, Blue and Brown 
colour courses which should be as technical as we can make them. Significant route 
choices should be available to the competitor. It may be that a long leg on a Brown 
course has at least three feasible routes, all of which are of similar duration. Beware 
of having a Brown course with all controls near to paths as it will result in little route 
choice and extensive path runs. This will not impress competitors unless they are 
keen runners who do not like navigating! As far as possible the planner should 
ensure that running is off paths and requires navigation on contours, spurs, re-
entrants, marshes and the like. I recall an event many years ago on High Pike, 
Cumbria where a Brown course had just 13 controls, with one leg being 2.2km in 
length. The competitor had a choice of three significantly different routes for that leg. 
It required concentration and map contact. The ideal Brown course was always 
considered to be one where the sum of the two longest legs added to at least one-
third of the total course length. So, for example, a 9km Brown course would have its 
two longest legs adding to >3km. In the south-east, this is not usually practical as 
legs approaching 1km in length are likely to be run along a nearby path system. 
 
Whilst a good technical course should have a few long legs, these should be 
interspersed with short, technical legs requiring several changes of direction. 
The planner should not be tempted to compensate for technical ease by having 
too much physical challenge. I recall a Brown course once where the competitor was 
expected to climb 75m to a control site that was fairly easy to find, only to descend 
down the same hill by reversing direction. This is viewed as gratuitous climb that 
serves only to aggravate the competitor who is primarily seeking a navigation 
challenge rather than a physical one. Good planning will usually result naturally in 
about the right amount of climb, which should not exceed 5% of the distance of the 
course. Roughly contouring through a large section of sloping forest with height 
losses or gains of one or two contours per leg is preferable to zigzagging through it, 
climbing and descending to its upper and lower limits! 
 
If it is necessary to have a leg running along a track, for instance where it is required 
to move from one section of forest to another by one specified route, then 
immediately afterwards there needs to be some short, challenging, thinking legs to 
awake the competitor and remind him or her that there is work to do! 
Any feature at all can be used in TD5 planning. Simple, large or obvious features 
(such as buildings, path junctions, gates or large, isolated knolls) should be avoided 
as these are likely to be too easy to find. The exception to this should be when it is 
desirable to take a competitor through a specific gate, for example, in which case 



that gate to be control site. Look for the unusual features and use some of them if 
you can as control sites. Spurs, terraces, saddles and broken ground are not often 
used and may help to make a course more interesting. Controls must be on mapped 
features and not hidden. This applies to planning at all TD levels. The planner should 
avoid ‘bingo’ control sites such as an isolated small depression in the middle of 
500m square of heather, with no other feature nearby! Planners should show no 
mercy towards the competitor by looking for nice, nearby re-locating features; such 
practices are for TD4! A good TD5 course should result in large losses of time in the 
event that the competitor wanders astray. 
 
In summary, a good TD5 course should challenge the orienteer constantly with little 
or no ‘dead running’. It should use all the skills learnt previously; aiming off, route 
choice, macro- and micro- navigation, relocating and all with plenty of variety and 
interest. 
 
 

  



SAXONS 
KENT ORIENTEERING LEAGUE (KOL) 

GUIDELINES 2011 
 

1. INTRODUCTION 
The league is intended to provide orienteers with a good quality but informal 
(Level ‘D’, local event) series of orienteering events held on Saturdays. Events 
should be as well- organised as is practical with minimal manning. Competitors 
understand and accept the occasional downsides of an informal event. 
Although informal, the following should not be compromised: 
1.1 competitors should use an overprinted map 
1.2 control descriptions and map legend should be available either separately or 
printed on the map 
1.3 SI timing system should be used (see appendix 1 containing KOL event planning 
instructions) 
1.4 control sites should be marked with standard orienteering kites and SI units 
 
2. COURSES 
Four courses should be provided as follows and must be referred to by their course 
letter, A, B, C or D: 
A: 6 km “blue” standard (TD 5) 
As technically challenging as the terrain will allow 
Targeted at experienced adult orienteers 
B: 3.3 km “light green” standard (TD 4) 
Less technical and less physical than the A course 
Targeted at improving junior and perhaps older orienteers 
C: 3.3 km “orange” standard (TD 3) 
To provide progression from course D 
D: 2.2 km “yellow” standard (TD 2) 
Technically easy, following linear features 
Targeted at beginners and younger junior orienteers 
 
Course lengths should be within +/- 10% of the above distances but should take into 
account such factors as hillier terrain or easier areas e.g. Mote Park or Greenwich 
Park, where courses should be towards the longer end. Please note that there is 
provision within the rules to make the B and C courses the same course in areas 
where the technical difficulty is no greater than 3, such as Mote Park. In such cases, 
the competitors must still enter ‘B’ or ‘C’ on their entry form for the purpose of 
ensuring that they appear in the correct league table. 
For a very useful summary of planning courses at different technical levels, see 
Simon Maytum’s article on this web site 
 
3. EVENT TIMES 
For every KOL event, registration opens at 11:00 with first starts as soon as 
possible. The last start time is 12:30. Start times are allocated at the start line as a 
punching start is used. Courses close at 14:00. Organisers are asked to be flexible in 
allowing early registration & early starts and in accommodating late arrivals where 
possible. However the safety of the competitor should be a key consideration in 
determining whether to allow late starts on longer courses. 



4. PUBLICITY 
Flyers should be prepared for distribution and for uploading to the web site.  
Wherever possible the flyer for your event should be available at the preceding KOL 
event. 
 
5. ORGANISATION AND PLANNING 
Generally one or two people organise and plan a KOL event. However additional 
help on the day is often useful. The opinion of other, experienced orienteers familiar 
to the area may be useful to inexperienced planners. This can be arranged informally 
or through the league co-ordinator. There is no controller to oversee these events 
but a risk assessment must be completed. This can be downloaded from: 
http://www.britishorienteering.org.uk/downloads/eventinfo.php 
After completion of the form, organisers who must be members of Saxons OC 
should send it to one of the Saxons controllers for review and signing off. Where do 
these get filed??????  
The planner will: decide upon the structure of the courses; produce maps using the 
computer programme Condes for printing by the Printing Officer (see appendix 2 – 
list of useful contacts); produce control descriptions; and place controls in position on 
the morning of the event. It is recommended that the planner uses no more than 28 
controls. Compromising the courses slightly has to be balanced against the extra 
workload. 
Organisation on the day should be as simple as possible. In particular: 
5.1 Signs directing people to the event should be positioned 
5.2 Registration forms should be available, self-service 
5.3 The person carrying out registration should check that the form has been 
completed fully, collect the entry fee, and hire SI dibbers 
5.4 The start should be informal but 1 minute intervals should be maintained 
between competitors on the same course 
5.5 Maps for A, B & C courses are placed after the start punch 
5.6 Competitors on the D course should be allowed to pick up their maps before they 
punch at the start (or can be given them at registration) 
5.7 Ideally start and finish should be near the car park and a direction sign “proceed 
to download” should be prominently displayed at the finish. The Saxons flag and the 
start & finish flags should be erected. 
5.8 Drinks are not required at the finish 
If any controls are lost, make a note of the number and liaise with the treasurer who 
will make a decision about informing the police and making an insurance claim. The 
police must be notified within 7 days of the loss so treat this as a priority. 
 
6. ENTRY FEES 
It is entirely up to the competitor which course they enter. Experienced, senior 
orienteers on the C & D courses are expected to declare themselves as non- 
competitive. 
Entry fees are standardised as follows: 
Seniors £6.00 
Juniors £2.00 
(-£2 discount for BO members) 
SI dibber hire £1.00 
 
7. EVENT ACCOUNTS 



You will need to complete the event accounts form after the event. This can be 
downloaded from the documents section of the members’ part of the website or 
obtained from the treasurer. Once complete, it should be returned to the treasurer by 
email or post together with copies of the receipts or other evidence (eg e-mails) of 
the expenses you have paid. Pay all the expenses including those for yourself 
before paying the surplus into any branch of Lloyds TSB Bank. 
Please do not send the gross takings to the Treasurer and expect him/her to pay 
all the bills. (The only exception to this would be if there will be a long delay in getting 
in the last bill or there is some other problem with a particular bill). 
 
Account details: Saxons Orienteering Club 
Lloyds TSB Bank plc 
Account number 01003438 
Sort code 30-90-28. 
 
If possible use the name of the event as reference on a paying in slip. If you do not 
use on-line banking you will need to go to a Lloyds TSB Bank, or pay the cash into 
your own account and send a cheque to the treasurer. 
Also remember to send the treasurer the names of all helpers/shadowers etc 
who do not appear in the results, as these are required for insurance purposes. 
 
8. LEAGUE SCORES 
Subject to being competitive (see above) all competitors score points. Only juniors 
are competitive on the D course. There are separate league tables for men and for 
women and for each of the courses. The league tables are calculated taking the best 
5 results for each competitor, as a ratio of their time to the winner’s time. The KOL 
co-ordinator (Alan Hickling) will calculate the points from the results. 
There is also a separate league for schools but in order for this to be effective, 
please ensure that each junior has written his or her school on the registration form. 
Jerry Purkis will collate the schools results and enter them on the junior webpage of 
the Saxons website. Senior school juniors running the D course will have their school 
league time adjusted by an additional 10% to make the competition competitive for 
the primary school juniors. 
 
APPENDIX 1 
How To Run An Event Using The Sportident Training Kit. 
The kit consists of a bag of 30 controls on lightweight stakes numbered by some 
part of the range 31 – 60, a bag of kites with a few direction signs and some red 
and white tape, a blue box containing the mini-printer and download gadgets, 
registration forms and SI cards (‘dibbers’) for hire. A typical 4-course Kent 
Orienteering League (KOL) event uses around 28 controls. 
Prepare maps and control descriptions in the normal way using Condes. There are 
plenty of club members able to help out with this process. Printing of maps is 
currently done by Mark Glaisher. 
Put out the controls. Set up a CLEAR station a few metres before the START. 
Hand out registration forms to competitors for them to complete. It is important that 
these are filled in correctly, completely and legibly. The names of all shadowers or all 
members of a group using a single dibber must be included on the registration forms, 
for insurance purposes. There MUST be an SI number and name and course on 
every form. Hire dibbers should be available at registration. 



The DOWNLOAD STATION and MINI-PRINTER (connected together) should be 
ready and visible to competitors arriving back from the finish. In the kit, in the blue 
box of gadgets, there is a purple dibber labelled ‘clear backup’; it will completely 
wipe out all the data in the download box from the previous event. It is clearly 
labelled with yellow tape warning of this. Use it once at the beginning then put it out 
of the way. It is usually kept hidden under the sponge in the gadget box. 
There is a sign saying ‘download’ in the kit. It is important that download is prominent 
because it is essential that no-one goes home without downloading. 
There is no need to switch anything on or off. There should be spare rolls of printer 
paper in the kit. 
 
As competitors arrive at DOWNLOAD, let them dib the download station and they 
may take away their instant splits print-out. Ensure that all hired SI cards are 
returned to a separate box and are NOT hired again at the same event. 
Use the blank space on competitors’ registration forms to make any relevant 
comments regarding their run (e.g. control failed to bleep). Periodically during the 
event, you may dib the download station with the purple SI card marked ‘print 
results’. This will print out the SI numbers of competitors who have returned so far. 
The printout will also be divided into courses numbered 1, 2 … etc. The device will 
attribute each identical sequence of control numbers to a course number. This 
means that if a person mis-punches, it will create an ‘extra’ course for that person. 
At course closing time, print out the results and check that the number of registration 
forms matches the number of SI cards shown on the latest results printout. If not, 
then find the missing SI numbers and determine to whom they belong. 
Once all competitors have returned, the controls can be collected. There is no need 
to switch anything off; it all goes to sleep on its own. 
Hand the kit and all registration forms back to the person taking responsibility for the 
computer processing of the results. However, that person might be you! 
 
Processing results 
There are several options. A computer with the SI software may be used on event 
day to process the data straight from the download station. However, a set of results 
could be produced without a computer at all; either typed or even handwritten simply 
by cross-referencing the data on the registration forms with the SI numbers and 
finishing times on the mini results printout. Alternatively, key data from the 
registration forms can be entered into a spreadsheet such as Microsoft Excel, along 
with the times. This option is quite straightforward and fine to use at any KOL event, 
since the data could then be easily lifted straight from the spreadsheet into the 
league table.  
 
What is key to the success of the above system is that every competitor must 
complete and hand in a registration form, and they must download. 
Any queries about the kit or its use? Please email Mark Glaisher, Alan Hickling or 
Jerry Purkis 
**************** 
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INTRODUCTION 
 
This manual has been produced to help Organisers of orienteering events. Do not be 
afraid to ask for help. If you have any doubts or need information ask the Chairman, 
Secretary or any other committee member, or any experienced Saxon. It is usually 
very helpful to talk to the organiser of the previous event held at the same venue. 
 
These notes are relevant for level C events. Regional events require a higher level of 
organisation and a greater number of helpers. 
Kent Orienteering League (KOL) and Kent Night Cup (KNC) events are run in a more 
minimalist way and there are separate instruction sheets for these.  
However this manual contains information that may be useful when organising any 
type of event. 
 
  
DEFINITIONS 
 
Sunday ranking event: event where courses are planned and colour-coded 

according to difficulty and length, ranging from white (short and easy) to brown 
(long and technically demanding). 

Score events: controls are given a points value and competitors can visit controls in 
any order to obtain maximum points in a fixed time. 

SENiLe events: South East Night League. Similar to colour coded event but takes 
place after dark, typically with three courses 

Local/informal level D events: event with limited facilities and courses, sometimes 
planned and organised by one person 

Kent Orienteering League (KOL): event run on Saturday mornings with 4 courses  
Kent Night Cup (KNC): 60 minute score event run on a midweek evening in winter 

months 
 
All Saxons events use electronic punching (Sport Ident SI), referred to as e-kit in 
these notes. 
 
EVENT OFFICIALS 
 
Controller: BO rules require there to be a controller for all level C and above events.  
A controller is typically an experienced orienteer who will check all planning and 
organisational matters to ensure that the event is safe and fair to all competitors 
within the BO rules.  For level D events the minimum requirement is that a risk 
assessment has been completed and reviewed by a controller within Saxons.     
 



Planner: the official who designs the courses in line with the standards set in the BO 
guidelines. The Planner is responsible for: 

-producing maps (using CONDES) for printing by the club printing officer or 
external printer source 
-producing control description sheets  
-collecting controls (stake, e-kit box, number and flag) from the e-kit Officer 
and returning them to the e-kit equipment officer after the event, or passing 
them onto the planner of the next event 
-arranging for programming of the e-kit (if necessary) 
-placing the control assemblies in the forest 

 
Organiser: responsible for: 

-obtaining permission for car parking, 
-arranging publicity for event details and/or passing them to the Publicity 
Officer  
-obtaining the equipment required for the event from the Equipment Officer 
and returning it after the event 
-organisation on the day, including putting out road signs, runners crossing 
signs, obtaining helpers for car parking, registration, start, and download; and 
ensuring their smooth running.  
-obtaining helpers to collect controls at the end of the event. 
-ensuring the results are posted on the website 
 -finalising the event accounts. 

 
PRELIMINARY ARRANGEMENTS FOR AN EVENT 
 
Land use permission: no event can take place without the permission of the 
landowner. This permission will have already been obtained by the Land Access 
Officer; you will normally receive a copy of the access agreement, and notification of 
any landowner’s Risk Assessment requirement (see 4.3). You should be aware of 
any restrictions on the use of the land, and in particular of any out of bounds areas, 
or sensitivity in relation to car parking. Always be polite to people met in the event 
area, and if challenged explain that you have authorisation from the landowner to be 
there. 
 
Event registration: the Fixtures Secretary will have registered the event well in 
advance and no action is required by the Organiser.  

 
Risk Assessment: A formal Risk Assessment must be carried out by the Planner for 
every event, and the landowner may have a similar requirement. These risk 
assessments are usually similar, so it is suggested that the BO form be used for this 
purpose (available on both the club and BO websites).  
 http://www.britishorienteering.org.uk/downloads/eventinfo.php 
 
A copy of the Risk Assessment must always be sent to XXXX who maintains the 
club’s record of Risk Assessments.  (This applies even if a controller has been 
appointed). 
 

Insurance implications: British Orienteering provide public liability insurance to 
members.  This means that the Club is required to retain a list of all participants at 

http://www.britishorienteering.org.uk/downloads/eventinfo.php


events. The normal results pages will normally cover this requirement. The only extra 
requirement is for the Club to hold a list of all volunteer helpers (if they are not 
participating) at an event and any adults shadowing juniors or any multiple entrants 
e.g. pairs or threes running together, if their names do not appear on the results 
list.  This list is to be kept at club level for a period of 5 years. It is therefore important 
that registration forms are completed fully with the names of all participants 
particularly where they are running in 2s or 3s.  The organiser must also keep a list 
of all helpers who do not actually participate. 
 

THE ORGANISER’S ROLE  
  
On appointment: 
 -introduce yourself to the Planner and Controller 
 -obtain a copy of the Risk Assessment form completed by the Planner 
 -discuss with the Planner 

- the site of start and finish 
- any Risk Assessment issues arising 
- mobile phone reception in the area 

 -identify and obtain permission for use of car parking area 
-decide where to locate download; note that the ideal is for mains power to be 

available, otherwise the ability to have a car adjacent saves the need to 
carry a heavy battery and inverter. 

-check that the Planner has booked use of the necessary e-kit for the event 
-determine where the nearest hospital with an Accident & Emergency 
Department is (and check that this is on the Risk Assessment form) 
 
 

Six to eight weeks before the event: 
 -prepare event flier for publication on the web site 

-arrange for a club member experienced with e-kit to look after the on-the-day 
activity (obtaining equipment and setting-up download; posting preliminary 
results on the Saxons website) 

 
Three weeks before the event: 
 -contact Saxons members to arrange for helpers on the day 
 
Two weeks before the event:  
 -arrange to collect the equipment needed for the event from the Equipment 

Officer 
 -finalise recruitment of helpers and advise them of their specific jobs  

-if the event is in a Forestry Commission forest or country park or similar, 
place notices in the car park advertising the event 

 
One week before the event: 
 -collect and check the equipment needed (see Appendix 1 for list of 

equipment required) 
 -produce course details sheets for registration cars in consultation with the 

Planner 
 



One day before the event: 
 -obtain cash float for registration (minimum of £50 in £5, £1 and 50p is 

recommended and plenty of money bags) 
 
Event day: pre start: (delegate jobs as appropriate) 
 -arrive early, placing out road signs on the way. 

-erect ‘Runners crossing’ signs if necessary 
-ensure all helpers are present and know what they are doing 
-tape routes to Start and from Finish to Download 
-arrange for Saxons flag, the Start flag and Finish flag to be erected 
-arrange for “have you downloaded?” sign to be located near exit from parking 

 -obtain control description sheets from the Planner for start boxes  
 -site Registration cars and Saxons Information Board 

-site car keys box 
-ensure Registration officials have float, SI registration forms, SI hire dibbers 
and start lists (where used) 
-take Start officials to their positions with the equipment needed to set up the 
Start (see Appendix 1 for equipment required list) 
-obtain overprinted maps from the Printing Officer or Planner and ensure they 
are placed at the Start 
-check that Registration, Start and Download are set up and running 

 smoothly 
 
Event day: post start: 

-arrange for SI registration forms to be regularly taken from Registration to 
Download 
-monitor any changeover of helpers at Start and Download, and progressively 
stand down Registration helpers 
-collect and secure money collected at Registration 
-at the end of the start time ensure the Start is dismantled 
-await instructions from the Controller before removing the Finish 
-check that all competitors have been accounted for 
-introduce control collectors to the Planner (the Planner is responsible for 
sorting and returning the controls to the e-kit Officer). Control collectors 
should be encouraged to carry mobile phones for safety and have the planner 
and organisers numbers  
-check that all equipment is collected, and the Start, Finish and Download 
areas are totally clear 
-check Assembly Area for cleanliness 
-collect in road signs 
 

Post event: 
- ensure results are posted on the Saxons website 
- ensure comments from Planner and Controller are posted on the Saxons 
website 
-pay officers’ expenses from the receipts 
-complete accounts sheet and send it to the Treasurer 
-pay surplus cash into bank as soon as possible (see also section 6.17) 
-return equipment to Equipment Officer in good order or pass onto next 

 organiser/planner as appropriate 



-send thank you letters to landowners with a copy to the Land Access 
 Officer 

-if any controls are lost, make a note of the number and liaise with the 
treasurer who will make a decision about informing the police and making an 
insurance claim. The police must be notified within 7 days of the loss so treat 
this as a priority. 

 
 
MORE DETAILED INFORMATION 
 
Equipment 
A list of equipment needed for a typical District event is given in Appendix 1 
 
First Aid and Search & Rescue procedure 
It is club policy that we do not have St John or Red Cross first aid cover unless a 
particularly large turn-out is expected (as at level A or B events). However, steps 
must be taken to ensure the presence of a qualified first-aider from the club at every 
event. This can be someone who is attending the event to compete but who is willing 
to advise on first aid treatment if required. The club has a first aid kit (kept by the 
Equipment Officer) which should be taken to each event. The Organiser should have 
access to a telephone that can be used to call for an ambulance if needed, and 
establish the location of the nearest hospital with A&E facilities. The club’s incident / 
accident guidelines should be used if necessary at an event if required.  

 
 For events where first aid cover is to be arranged, St John or Red Cross should be 
contacted at least two months before the event. St John normally charge £100 to 
cover an event. 

 
A copy of the club’s Search and Rescue procedure is available from  the 
members’ area of the Saxons website.  It will be necessary to decide  before 
the event who will be carrying out the search and at least one of  them should be 
a first aider.  All should carry mobile phones and torches. 
 
Police 
It is not normally necessary to involve the police in any way. 
 
Toilets 
If toilets are available nearby, check that they will be accessible on the day of the 
competition. Otherwise, the nearest toilets can be advised in the event publicity (it is 
not normal practice to arrange toilets for level C events; hiring Portaloos costs about 
£100 for the first, and £50 for subsequent ones).  
 
Traders 
Traders are welcome at events subject to the car park landowner allowing the club to 
provide this facility; however traders do not normally attend an event of this size. The 
member selling Saxons clothing can be found from SaxAlert or the website. 
 
Signposting 
The most important signs for the event are those directing competitors to the car 
park. These should be sited from the approach routes specified in the advance 



publicity. If it is expected that a high proportion of competitors will be new to the 
sport, ensure that the first sign from any direction has the words ‘Orienteering’ on it. 
When courses cross roads (check with Planner) ‘Runners Crossing’ signs should 
also be erected. The placing of these signs should be designed so that all 
reasonable route choices should pass between them.  
The route to the Start and from the Finish should be marked with red/white 
streamers 
 
Assignment of jobs 
If possible arrange for two shifts of helpers to enable everyone to have a run. 
For a level C event you should aim for the following number of helpers: 

 
 Registration  2 (1 per 2-3 courses) 
 Start   3 (2 early/1 late) 
 Download  4 (2 early/2 late) 
 Car parking  2-3 (if required) 

Control collectors 3-5 (depending on no. of controls-see Planner) 
 Others may be required - e.g. road crossing marshalls 
 

Do not do any of these jobs yourself-you will not have time. You should confirm the 
arrangements with your helpers by email. 
    
Car parking 
The car park land owner’s instructions, if given, should be followed to the letter. If the 
car park is also going to be the Assembly Area, plan in advance the locations of 
Registration, Download, and Start and Finish if appropriate. Ensure car park 
marshalls are present at least 30 minutes before Registration opens. Reflective 
jackets should be worn by the marshalls. SI Registration forms can be handed out 
(and any parking fee collected) by a marshall. 
 
Start 
The start box should preferably be situated so that competitors cannot see the 
direction taken from the Start by earlier starters. The CLEAR unit should be easily 
visible just before the start congregation area. As competitors come forward to start, 
the CHECK unit should be obvious.  The orange to brown map boxes should be 
positioned after the START unit box and before the start kite. White and yellow map 
boxes should be situated before the START unit box to enable competitors to look at 
their course before they start. 
 
 The officials at the Start should: 
 -ask competitors whether they have CLEARED their e-card  
 -allow competitors to start in a timely manner 
 -give any assistance required to novices  
 
Safety 
The Controller will not allow the Finish to be closed down until all competitors have 
been seen to have returned safely. If any competitor is unaccounted for it is the 
Organiser’s responsibility to mount a search. With this in mind do not allow all your 
helpers to go until the final competitors have returned. You will need help to run a 
search. 



 
Results 
Results should be produced at Download by the SI system; there may be the 
opportunity for interim results to be printed out and displayed during the event. The 
person in charge of the Saxons web page should be given the provisional results 
after the event – he can then arrange to upload them. 
 
Event accounts 
The treasurer will send you an event accounts form to complete. This can be 
returned to the treasurer by email together with copies of the receipts or other 
evidence (eg e-mails) of the expenses you have paid. 
Pay all the expenses including those of the Planner, Controller and yourself before 
paying the surplus into any branch of Lloyds TSB Bank. 
 
Please do not send the gross takings to the Treasurer and expect him/her to pay all 
the bills. (The only exception to this would be if there will be a long delay in getting in 
the last bill or there is some other problem with a particular bill). 

 
Account details: Saxons Orienteering Club 

   Lloyds TSB Bank plc 
   Account number 01003438 
   Sort code 30-90-28. 
 

If possible use the name of the event as reference on a paying in slip 
If you do not use internet banking you will need to go to a Lloyds TSB Bank or pay 
the cash into your own account and send a cheque to the treasurer. 
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APPENDIX 1 
 
EQUIPMENT REQUIRED FOR DISTRICT AND SCORE EVENTS 



 
Signs   Direction (various) and especially the large ‘BO’ signs 
   ‘Runners Crossing’  
   Tape for streamers 
   Download 
   Have you downloaded? 
 
Car Park  High visibility jackets 

SI Registration forms 
Bucket/box to collect parking fee if applicable 

 
Registration  
 Required by each registration official 
   Course detail sheets (for car windows) 
   Cash floats in containers 
   Control description sheets (from Planner) 
   Spare SI registration forms 
   Spare map legends  
 In registration area 
   Saxons flag 
   Box for car keys 
   Saxons information board (which can also be used to   
   display results) 
 
Start   Saxons Start flag 

CLEAR, CHECK and START e-kit units (provided by the 
Planner) 

   Control kite marking the Start location (provided by the  
   Planner) 
   Plastic crates/boxes for maps 
   Maps and control descriptions 
 
Finish   Saxons Finish flag 
   FINISH e-kit unit (provided by the Planner) 
    
Download  (Arranged by the e-kit person) 
   Tent 
   e-kit: computers, printer, readers etc 
    
  



SAXONS ORIENTEERING CLUB 

Responsibilities of Saxons Committee and Non-Committee Officers 

Updated 16 March 2007 

 

 

This document outlines the responsibilities of each of the committee’s officers, together with 

those of non-committee officers. There will be a permanent sub group for Fixtures and 

Mapping, chaired by the Fixture’s Secretary, and a permanent sub group for Coaching, 

chaired by the Senior Coach. This document is based on an earlier version produced by John 

Hayler. 

 

Committee posts 

Chairman 

 Presides at meetings of the committee and at the AGM (and any EGM) of the club. 

 Guides and directs the club and other officers 

 Is the de facto Fixtures Personnel Officer (see below) 

 

Secretary (incorporating Membership Secretary) 

 Performs administrative roles 

o Reminds committee members of meetings 

o Arranges agenda for committee meetings 

o Receives and manages mail 

o Takes minutes at meetings (or delegates to another member) and issues a 

summary with action points after the meeting 

o Takes minutes at AGM (or delegates to another member) 

 Initial point of contact for new members 

 Updates the membership database 

 Deals with BO over membership issues 

 

Treasurer 

 Responsible to the committee for the orderly management of the club’s funds 

 Keeps formal accounts and ensures they are kept balanced 

 Pays subs and event levies to BO and to SEOA 

 Maintains the club’s equipment and liability insurance 

 

Fixtures Secretary 

 Chairman of the Fixtures and Mapping sub group (see below) 

 Drafts the Saxons fixtures programme, avoiding or planning strategic clashes in order 

to maximise event participation 

 Attends SEOA fixtures meetings to represent Saxons and to co-ordinate Saxons 

fixtures within the SEOA and BO calendar 

 Registers Saxons events with BO 

 

 

 

Fixtures Personnel Officer 

 Obtains planners, organisers and controllers for Saxons events as required 

 Is the main point of contact within the committee for event officers 



 Responsible for maintaining copies of the Organiser’s Manual, BO rules and 

guidelines, and BO and SEOA planning guidelines 

 

Land Access Officer 

 Responsible for co-ordinating all contact with landowners, land mangers etc 

 Negotiates access fees with landowners in discussion with other Fixtures and 

Mapping Sub Group members 

 Holds and maintains the club’s file of actual and potential event areas and details of 

owners/managers etc 

 Source of information on current fees, access agreements etc 

 

Mapping Secretary 

 Manages Saxons land register 

 Drafts the club’s mapping programme (in liaison with members of the Fixtures and 

Mapping Sub Group) to provide maps that will be required by the club in 2-3 years 

time 

 Appoints the mapper for each mapping project 

 Appoints commercial surveyor if required 

 Ensures production timetable is adhered to 

 Disseminates current BO/IOF mapping issues and standards 

 Responsible for the club’s mapping software 

 Custodian of electronic map files and ensures version control  

 Maintains a list of surveyors and cartographers (both commercial and club members) 

 Arranges training in surveying techniques if required 

 

Development Officer 

 Handles general publicity/PR of club’s activities 

 Responsible for development of ‘Clubmark’ status 

 Co-ordinates work with schools and other groups 

 Co-ordinates the POC programme (in liaison with the Mapping Secretary) 

 

Training and Coaching Officer (Head Junior Coach) 

 Ensures that club coaches are adequately trained 

 takes full responsibility for the club’s junior coaching sessions 

 works with and includes other coaches and other adult helpers in the preparation and 

running of each session 

 offers the club feedback on the organisation and degree of success of junior coaching and 

competitions 

 assists (with Team Captain) in the selection of junior teams 

 

 

 

SEOA Representative 

 Attends SEOA committee meetings, represents Saxons opinions and reports to the 

committee 

 

 

Fixtures and Mapping Sub Group 



There is a permanent sub group for fixtures and mapping. This comprises the Fixtures 

Secretary, the Mapping Secretary, the Land Access Officer and the Fixtures Personnel 

Officer (normally the Chairman). This group co-ordinates the venues and dates for Saxons 

events, and arranges mapping of areas for events 

 

Coaching Group 

There is a permanent training and coaching sub group, comprising the Training and Coaching 

Officer (Head Junior Coach) and other qualified coaches. This group organises coaching for 

club members and decides when and if to offer coaching to external groups 

 

 

----------------------------------------------------------------------------------------------------------- 

 

Non committee posts 

Equipment Officer 

Currently there are two different roles for this officer (occupying 3 people): 

Electronic equipment 

 Stores and maintains the SI electronic control boxes and flags and associated 

equipment for use at Regional and District events 

 Co-ordinates the use of Saxons and DFOK SI equipment 

 Stores and maintains the SI kit for Saturday series events 

 

General equipment 

 Stores general equipment 

 Is aware of the whereabouts of club equipment 

 Responsible for maintenance of equipment and identifying replacement needs  

 Co-ordinates the annual equipment stock take 

 

Team Captain 

 Co-ordinates relay and other team event entries e.g. CompassSport Cup  

 Stores and maintains the club tent (used at away events only) 

 Stores the club banner 

 Provides a focal point (i.e. club tent and banner) at major events 

 

Saturday Series Co-ordinator 

 Ensures results are sent to the web site after each event 

 Responsible for ensuring the league tables are up to date 

 Purchases prizes as required for the league winners 

 

Social Secretary 

 Arranges the club’s social programme in liaison with the general committee 

 

Junior Coordinator  

 Welcomes new juniors to the club  

 Organises junior team selection for races  

 Provides updates for junior page on web site 

 Organises appropriate social activities for juniors  

 

Statistician 



 Compiles results of members performance 

 Produces information required to award prizes at the club BBQ event 

Incumbent writes his own job description 

 

SaxAlert Editor 

 Produces the club’s newsletter to regular schedule 

 

SaxEAlert and publicity 

 E-mails updates of events to members 

 Produces copy for submission to local newspapers 

 

Web master 

 Runs the Saxons web site and updates information as necessary 

 

Sax Sales 

 Orders clothing as required 

 Stores clothing until required 

 Responsible for annual stock take 

 

Auditor 

 Appointed at the club AGM to audit the club accounts 

 

 

 

 

 

 

 

 

 

Jean Fitzgerald 

  



 

 

 

 

 

 


