SOS Fixtures Secretary - Role Description - Summary and Detail


Fixtures Secretary

The Fixtures Secretary is responsible to SOS Committee

Fixtures Secretaries usually takes up their duties after the AGM in October and the following notes are designed to describe their duties throughout the year, from October onwards

Main Duties

1.
Devising the future fixtures programme

2.
Reporting to and consulting with the SOS committee on fixtures matters
3.
Negotiating and agreeing the programme with the other East Anglian clubs
4.
Recruiting and briefing officials for the programme

5.
Registering events with British Orienteering

6.
Obtaining permissions from landowners and ensuring their wishes are

respected

7.
Completing landowners' paperwork or arranging for its completion 

8.
Amending and finalising registrations as plans are developed
9.
Registering coaching activities
10.
Copying ER1Cs to the keeper of the Clubmark records when registered

11.
Maintaining and updating a status list of the future programme 

12.
Maintaining and updating lists
13.
Maintaining correspondence files
14.
Passing invoices to Treasurer and other communications to the appropriate 


person

1.
Devising the future fixtures programme

Fixtures are programmed well in advance so that, in November 2007, for example the Fixtures Secretary will be engaged in planning the programme of Local events (C4) for 2009 and Regional events (C3) for 2010.   Informal (C5) events can be planned on a shorter time scale.


The annual SOS Fixtures programme consists of the following elements:

Five or six Essex and Suffolk Schools League (ESSOL) events.   The ESSOL is coordinated with the school year, from September to July.   Children enter ESSOL events on the basis of their school year, not their BO year.   Three events are provided each Autumn, three each Spring and two each Summer.   Of these the intention is that SOS provide two in the Autumn, two in the Spring and one in the Summer.   However because in recent years SUFFOC have been unable to provide an event in the Summer SOS have been providing two events in that term also.   Ideally the events are spaced out about a month apart but this cannot always be achieved.   Schools league events can be low key C5 (Informal) events or C4 (Local) events and the courses required are White to Light Green.   When the area can support Green, Blue and even Brown courses they will be offered too, for the benefit of more experienced orienteers.   Ideally ESSOL events are separate from EAGAL events (see below) because competitors might be expected to run, for example, the Light Green course for EAGAL but the Orange course for ESSOL.   However the two events are often combined to reduce by one the total number of fixtures which the club offers in a year.   C4 events require a Grade III controller or better.   The SOS Championships, consisting of a Handicap 45 min Score Event, are normally run in conjunction with an ESSOL event in October - December.
One East Anglian Galoppen (EAGAL) event - the East Anglian League.   This event, like the ESSOL events, is a colour coded event and must offer the full range of courses from White to Brown, which means that it can be offered on only a limited number of SOS sites.   It is a C4 (Local) event.   It can be offered at any time in the year but as it should attract a relatively large entry 'unpopular dates' should be avoided.   These require a Grade III Controller or better.
One Regional (formerly "Badge") event every eighteen months.   These C3 events are the most prestigious events that SOS provide.   They must offer a full range of age group courses.   They are programmed two years in advance so that in November 2007, for example, it is C3 events for 2010 that are under consideration.   SOS has only four suitable areas (Hatfield Forest, Baddow Ridge, Roman Valley and possibly Brandon) available though Marks Hall and Pods Wood with Layer Wood and Conyfield Wood are potential areas.   These events require Grade II Controllers and no orienteering should take place in the area for 12 months in advance of the fixture

Several Informal (C5) Events.   These traditionally include the New Year's Day novelty event and the SOS Relays, held at the start of July.   They also include the "Summer Series" of "Come and Try It" (CATI) events and Schools Day in July.   The Development Committee normally submits proposals for the Summer Series and Schools Day.   These events can be programmed at relatively short notice because they are often on Saturdays and because, being low key, they are not a problem for other clubs in the region, except possibly HAVOC and SUFFOC.
When devising the programme of EAGALs, ESSOLs and informal events for the year after next, or finding a date for a Regional (Badge) Event for the year after that the Fixtures Sec should take account of the following considerations.

a) Avoid the dates of C1, C2 and C3 events, especially those in EAOA, SEOA, SCOA and EMOA.

b) Avoid school holidays, and remember that school holidays in neighbouring counties do not necessarily coincide, particularly at Easter.

c) Avoid proposing to use a venue at a time of year when it is not available.   Some landowners impose restrictions during the breeding, nesting and growing seasons, or when the land is likely to be wet.   These restrictions are in the process of being put in the 'Venue notes for organisers' section of the SOS website.   When in doubt it is prudent to approach the landowner to say "We're thinking of asking for permission for an event on such-and-such a date.   Is that likely to give you any problems?"
d) Do not use an area that is scheduled for a C3 event within the next year.

e) Try to avoid using an area too frequently, particularly at the same time of year.

f)  If possible avoid the weekend nearest to the following dates 

    23rd April (clashes with the Queen's Birthday and the London Marathon)

    23rd September (start of new University year)
    the last weekend in October (the Karrimor Mountain Marathon)

    11th November (Remembrance Day)

g) Avoid clashes with nearby C4 events in adjoining regions where known (avoid CHIG, HH and DVOC in particular).
2.
Reporting to and consulting with the SOS committee on fixtures matters

When in November the Fixtures Secretary has devised a provisional programme of fixtures for two years in the future, with a Regional Event, if required, three years ahead he should submit the programme to the SOS committee for review, in the hope of identifying any oversights or potential improvements.
It has been normal practice to provide each SOS committee meeting with a report of developments and issues affecting fixtures, supported with updated copies of the Event Status form for the current year and the following year.

3.
Negotiating and agreeing the programme with the other East Anglian clubs

At about the end of November the Regional (EAOA) Fixtures Secretary will be asking club Fixtures Secretaries to submit bids for the next programme.   The process of East Anglian clubs submitting and amending bids continues until the East Anglian Fixtures Committee meeting at an EAOA event usually in February.   It is desirable to have the bid ready and to submit it as early as possible.   In principle other clubs can still propose to use the same date that the first bidder has proposed, with subsequent horse trading ("we'll move this date if you'll move that") but human nature being what it is the first bidder will tend to get most of what he wants, because to some extent other bidders will work around his proposals.   Expect NOR and WAOC to submit substantial programmes but SMOC, HAVOC and SUFFOC to propose no more than 3 or 4 events.

Any significant changes proposed for the SOS programme should be referred back to the committee, by email if no meeting is pending.

4.
Recruiting and briefing officials for the programme

The previous paragraph has been concerned with the programme for the year after next, and beyond.   Meanwhile, in October, the next year in approaching and the agreed programme has to be put into effect.   This involves obtaining permissions, finding officials for each event and registering the event with BO.

Grade II Controllers are required for C3 events and Grade III Controllers for C4 events.   Controllers are listed with contact details on the EAOA and SEOA websites and it is considerate to try to use local Controllers as far as possible, to minimise their travelling.   They are in short supply so it is advisable to try to book them a year or more in advance where possible.   SOS Controllers can be used as a last resort but it is preferable to use Controllers from other clubs for impartiality, for cross fertilisation of ideas and to save SOS members for other tasks.   There is a case to be made for matching an experienced Controller with an inexperienced Planner, or a conscientious Controller with a laid back Planner, or vice versa, but that cannot always be achieved.   The Controller may want to know who the Planner is.   If the Planner has not yet been appointed the Controller can be asked if he has any particular likes or dislikes.   Difficult though it is to imagine, some Controllers have been unhappy with some SOS Planners in the past, and vice versa.   Controllers' BO numbers are required for the BO event registration process and are not included in the lists on the websites, so if they accept appointment remember to ask them for their BO number.
Experienced Planners and Organisers are required for the Regional and EAGAL events, for ESSOL events less experienced officials can cope with the smaller numbers.   Most SOS members will, if confronted face to face with fixtures list in hand, select an event that they can manage and which suits them.   Appeals in the SOS Newsletter have, in my experience, produced only one volunteer in five years, but that is better than none.   The Fixtures Secretary's notebook listing SOS members and the Official roles they have taken should be maintained and can be helpful in identifying targets.
When all three officials have been recruited it is good practice to email all three to introduce them to one another, provide them with contact details - email and phone numbers - and to inform them of decisions already made and decisions required.   Items mentioned should include the status and title of the event, any requirements of the landowner, any deadlines imposed by the landowner or other interested parties, what decisions are required regarding the car parking and so on.
5.
Registering events with British Orienteering

It is necessary for an event to be registered before any mapping or planning takes place to activate the BO insurance and if not fully registered 3 months before the date of the event it will be removed from the published BO programme though later completion of the registration process will reinstate it. 

Setting the programme, obtaining permissions, finding officials and registering the events are four processes which are interdependent.   In most cases it is best to agree the programme first and to obtain formal permissions later, provided that no problems are anticipated.   That avoids the need to return to the landowner and repeat the process of requesting permission a second time if the programme has to be changed to meet the needs of other EAOA clubs.   For a full registration of the event with BO the date of the event and the venue are required, along with the names of the three officials and their BO numbers, plus various other details. The event can be provisionally registered, with Fixtures Secretary's own details entered as Organiser and the remaining officials left 'TBA' and this is necessary when officials have not yet been found.
Where possible it is preferable to assemble all the information and register the event fully at the first attempt but this is often not possible and provisional registration must be made, with full registration put in place at a later date, still more than three months before the date of the event.

The registration process is being automated on the BO website, virtually as I write (October 2007), so I will not attempt to describe it now.   Some comments on the detail may be useful.

The contact details and BO numbers of SOS officials are to be found in the SOS membership list.   The Map Nos. of all SOS's mapped areas are listed on the EAOA website.   The Grid Reference of the carpark is often a tricky question to answer.   Some venues have four or five alternative carparks and if the Planner has not even been appointed who knows which one will be used?   Planners are always asked to tell the Fixtures Secretary which carpark they decide to use so that the Fixtures Secretary can ensure that the registration (on which the BO Fixtures List is based) is correctly completed, but they never do.   For the purpose of providing grid references I have used a combination of old SOS maps with carpark grid references marked on them, Ordnance Survey maps and information heard 'on the grapevine' as to which carpark is to be used.    The 'courses provided' is another entry which it is important to get right.   Potential competitors will be unhappy if the event information promises a Brown course but none is available and the Planner will be equally unhappy if he provides a Brown course and no-one knows and enters.   Generally speaking the biggest possible range of courses should be offered, with the only limiting factor being the potential of the competition area.   Entry fees for C4 and C5 events are fixed and are stated in the SOS Organisers' Manual.   For C3 events they will be agreed after discussion in committee.
Details such as whether there will be a parking charge, whether dogs are allowed, the provision of loos and whether a String Course is to be provided depend upon circumstances and may initially be based on guesswork, to be amended in a subsequent Final Registration with BO.

6.
Obtaining permissions from landowners and ensuring their wishes are
respected

The venues used by SOS have any number from one to about sixteen landowners and dealings with them vary enormously.   The public bodies such at the Forestry Commission, Colchester and Chelmsford BCs, Essex CC and the National Trust have formal procedures with timetables, deadlines and forms to complete.   In the main they now are happy to communicate by email.   Their requirements can be deduced by a study of their files though this is complicated by the fact that for most venues there are three files (email out and in, electronic copies of outward correspondence and hard copies of inward correspondence) for each landowner.
The private landowners are generally much more informal.   Some do not bother to reply to letters, or respond only by phone.   Despite that I think it essential to inform them in writing of what is going on and in the absence of a written response to phone to confirm that they have received the communication and are happy with what is proposed.

I am in the process of putting contact details and requirements for landowners on to the 'Venue notes for organisers' section of the SOS website.

7.
Completing landowners' paperwork or arranging for its completion 

Landowners, particularly the local authorities, require the completion of extensive forms running in some cases to 60-70 pages.   Where possible this should be done by the Organiser who should be familiar with the landowners' requirements and the assurances which have been given to them.   There is often a deadline for submission of the documents, about six weeks before the event but it is much better to submit them well in advance, to avoid any last minute problems.    In circumstances where an Organiser has not yet been appointed it is sometimes convenient for the Fixtures Secretary to complete the landowners' documentation to ensure that approval for the event is achieved.   

8.
Amending and finalising registrations as plans are developed.
The Fixtures Secretary needs to monitor the organisation of fixtures as they develop to ensure that the registered details correspond to the actual arrangements, with regard to names and contact details of officials, location of carpark, courses offered, acceptability of dogs, and so on.   If details change the BO registration should be amended.
9.
Registering coaching activities

For insurance purposes coaching activities have to be registered with BO using form ER1C.   Coaches may complete a form and pass it to the Fixtures Secretary for submission to BO or they may ask the Fixtures Secretary to complete the form for them.   In either case the form should be checked by the Fixtures Secretary for accuracy and to decide whether any permissions are necessary.   Common sense is the criterion to be used.   A group of twenty in High Woods or Hylands Park will not require permission.   A similar group planning to exercise in one of the Scouts' areas on Baddow Ridge would do so.
10.
Copying ER1Cs to the keeper of the Clubmark records when registered

The Clubmark procedures require that coaching activities be recorded and when the BO procedures for registering activities on line are established this will occur automatically.   Until now (October 2007) the procedure has been for the ER1C after endorsement by the Regional Fixtures Secretary to be copied by the SOS Fixtures Secretary to the keeper of the Clubmark records, currently Andrew Cordle.
11.
Maintaining and updating a status list of the future programme 

A record of the Future SOS programme is maintained by the Fixtures Secretary on a series of Excel spreadsheets, with one year on each sheet.   These sheets are an invaluable aide memoire for the Fixtures Secretary and the discipline of updating them for each committee meeting, or more often as processes are completed, is very useful. 
12.
Maintaining and updating lists of:

SOS venues, their usage, availability and carparking sites



Landowners' contact details



Organisers, Planners and Controllers used by SOS

The first two categories of information named above are to be found in the Fixture Secretary's ring binders and are in the process of being transferred to the SOS website.


The third category are contained in the Fixtures Secretary's notebook.

13.
Maintaining correspondence files in hard copy, electronic copy or email 

format as sent or received.
The Fixtures Secretary's electronic files are maintained using a system of directories, sub-directories, sub-sub-directories and in some cases sub-sub-sub-directories.   This enables document titles to be short and clear, because the route to the document (for example Event Correspondence - Chalkney - Forestry Commission - 03.02.06 re 19.03.06) makes clear its subject and its status.
All letters are labelled with the date they were written and the date of the subject event.   This is necessary because it happens quite frequently that the Fixtures Secretary is corresponding with the landowner about this year's event and next year's event.   When a letter deals with two events it is filed twice, with two different labels.
When an event has taken place documents relating to that event are moved to a "Past Events" folder.

The email files, created within the AOL system, follow a similar pattern of filing, though with a lesser degree of sub-sub-directories.   Virtually all incoming and outgoing emails relating to the Fixtures Secretary's job have been filed on my computer.   The Baddow Ridge Badge event, for example, generated about 200 emails.   It is my experience that event officials often do not file their emails or remember what is in them, which causes them to be less reliable and efficient.
14.
Passing invoices to Treasurer and other communications to the appropriate 


person
Invoices from landowners and car park field providers must be passed to the Treasurer for payment.   From time to time enquiries by phone or email on a variety of orienteering topics reach the Fixtures Secretary who is well placed to answer them or to refer them to the appropriate clubmate.
Second Draft, Jack Isbester, 12/10/2007
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