CONTROLLER’S EVENT CHECKLIST
(assumes electronic maps & planning)
	Event venue:
	
	Date:
	

	Planner:
	
	Organiser:
	

	e-mail:

phone:
	
	e-mail:

phone:
	

	Registered?
	
	Permission?
	

	Access restrictions

· competition?

· before event?
	

	Landowner/tenant:
phone:
	

	Courses:
	

	Action
	Who
	Due by
	Notes

	AS SOON AS YOU’RE APPOINTED:

	Agree timetable
	
	
	

	Confirm start & finish locations


	
	
	

	Confirm routes to & from parking


	
	
	

	String course?  

where? 

who?
	
	
	

	Is the map accurate?

(plans for amendments?)
	
	
	

	S & F OK for shortest course?


	
	
	

	Planning constraints? eg.:

OOB

parking on forest roads

compulsory crossing points

ongoing forestry work
	
	
	

	Will maps be pre-printed?

if so, who, when…


	
	
	


	WHEN COURSES ARE ARMCHAIR PLANNED

	Check:

TD

lengths fit Guideline A

height gain <5%

do descriptions include dimensions, sides?

competitors’ likely routes
	
	
	

	Ask Planner’s taping & numbering strategy
	
	
	

	E-punching?  who programming (if SI)?

got enough equipment?  power source?

manual backup?
	
	
	

	WHEN PLANNER HAS TAPED SITES

	Check that each site is:
correctly placed & numbered
fair

30m from any control (unless good reason)

60m from similar control

fully & correctly described
	
	
	

	Also check:

crossing points

dangerous features

start & finish

and note any map corrections required
	
	
	

	WHEN ALL SITES AGREED

	Scope to reduce number of controls?
Code allocation not confusable?

All description sheets include height gain

Pictorial/English descriptions as appropriate
	
	
	

	Print/obtain:

“all controls” map

“all controls” descriptions

copy of each finalised course
	
	
	

	Check lines & circles:

for breaks needed

for diversions round OOB etc.
	
	
	

	Check arrangements for printing maps
	
	
	

	Agree schedule for hanging & checking 
	
	
	

	Liaise with organiser on Risk Assessment
	
	
	

	A FEW DAYS BEFORE THE EVENT

	If using SI – agree wake-up strategy
	
	
	

	Check planner has spare flags & units
	
	
	

	Agree timetable for on-the-day prep.
	
	
	

	Agree how to maintain contact on the day
	
	
	

	Check organisation ok (see below)
	
	
	

	ON EVENT DAY

	Check all controls, start, finish line
	
	
	

	Check tapes: 

taped routes

tapes to start/finish

dangerous features, crossing points
	
	
	


Questions to Ask the Organiser

Parking, check where, capacity, bad weather provision, routes and reasonable times to start, finish.
Road safety – junction ok? tailbacks likely?
What map will be used?  Is it in electronic format?  up to date?
Courses offered? (Does answer agree with planner's answer?)

Confirm all courses will have pre-printed maps
· does answer agree with planner's answer?

· how will registration know how many entries to accept?

Any string course? if so who is planning?

If e-punching is to be used is the organiser and or team leaders familiar with the system?

Advertising leaflets. check:

· venue

· date

· travel instructions

· courses offered

· dogs

· cancellation procedure (if applicable)

· start time range

· contact details, data privacy statement

How many competitors are expected? Any other competitions within the event?

Will there be enough officials on each job?

If electronic punching is to be used check the courses as entered into the results system

Timing, confirm, equipment, synchronisation, back-up

Safety:

· risk assessment form completed?

· system for checking that all competitors have returned, & rescue plan
· first aid arrangements on site, nearest phone, how to get an injured competitor to hospital

· whistles + cags

How can the organiser be contacted during the event?

Results: colour-coded standards correctly calculated (see Guideline A).
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