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Updated August 2024 by Richard Foster/Leon Foster
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Introduction
There are currently two main types of Wednesday evening informal events. This guide covers all details for these types of events.
1. Wednesday Evening Daylight Events:
Registration from 6.30 pm. Starts 6.30 to 7.15 pm. Courses close 8.30 pm. Be careful of beginners starting late or you might be collecting controls in the dark! These usually are planned in the style of a sprint course, although with a slightly longer winning time of ~20mins (except for those designated as “sprint” which should be planned to sprint winning times of 12-15mins)
2. Wednesday Evening Night Score Events: 
Registration from 6.30 pm. These have a mass start at 7.00pm. Usually 45 or 60min running time. Everyone finishes by 8pm.
Section A: Guidelines to planning and organising an AIRE informal event
1. Obtain Map
· Map files can be obtained from the relevant mapper for the area. www.aire.org.uk/info/mapped-areas show who the lead mapper is.  The volunteer coordinator will put you in contact with the relevant mapper when they first recruit organiser/planners.
· Some maps are “large area” – they contain much more than you would use for an informal event, or they link several areas together. In these cases, it is important you make contact with the mapper early to discuss which part(s) of the map you wish to use. It may take the mapper some time to prepare a map for you.
· If there are minor map corrections, the mapper can make changes based on your survey. If bigger corrections are needed, let the mapper know in good time.
· If the area does not have a “proper” map for a night score use an open street map http://oomap.co.uk/.  I would hope this is straightforward and almost self explanatory to use.  A4 at 1:15,000 should usually give sufficient area to cope with a 1 hour event It is worth experimenting with where the map is centred as this can make a big difference.
2. Decide on your base/registration location and start/finish
· Keep things simple - you will find it easier to manage if registration, and the start/finish are all in approximately the same place.
· There must be adequate parking (approximately 10-15 cars worth) within a sensible walking distance of your registration area, but consider public transport options too.
· For winter events somewhere with shelter and to socialise afterwards is excellent if it can be arranged.
· For score events, you will need a start area where up to 50 people can congregate to start without causing a hazard or leading to danger (e.g. people running straight across a busy road straight from the start).
· For the daylight events, you will need a location for the start and finish SI boxes to be placed either within sight of registration or where they can be grippled.
· Make sure the location details on the club website are correct and any event specific details can be published in advance.
· There is pre-entry for these events using Race Signup.  The entries person will contact you nearer the date and check that the details are correct and will set up the event for entries.  They will also update the details on the website, or you could email the fixtures secretary (fixtures@aire.org.uk).  People can enter online until 15 minutes after the start time to allow for late entries.  This is instead of card payments due to the limitations of the card reader.  Vouchers and cash can still be used.  
· When the event is set up on Race Signup you will be informed when it is live and the helper code.  For planning/organising event you can use the code for £10 off our Regional events or free entry to two local event.  Paper vouchers are no longer handed out.
3. Decide on how you are going to mark the control sites for the event
There are three main methods of what to use for control flags for informal events:
a) Traditional control flags – these are the orange/white kites on a fibreglass stake. We have approximately 30 of these in the informal kit and are suitable for all of our informal events.
· The advantages of this is that you can use them as a clear identifying marker in the terrain and are good for beginners to have a positive indication they are in the right place. 
· However, they can take longer to put out – a good rule of thumb is that you need approximately 5mins per control to put them out.
· These will need attaching or grippling in urban areas (see planning section for more details)
b) Street furniture – mainly used for score courses in urban areas. Examples of this are post boxes, lampposts, telegraph poles etc. There are identifiable numbers on all these that can be used by the runners to show they are in the right place but mostly it is done on a trust basis – do you really want to mark their answers?
c) If the map is geo-referenced (ask mapper), and the area is suitable, i.e. not dense tree cover, it is possible to use maprun for your event. This involves much more work in advance of event day, but much less work on the day itself. See the guide at the end of this document for how to do this.
4. Plan Your Courses 
We recommend that you use Purple Pen to plan your courses. This is free to download from https://purple-pen.org If you haven’t used it before, your informal controller should be able to assist you. There are also several good introductory videos on YouTube – search for introduction to purple pen or similar. BOF has produced one of these that is available through their YouTube page.
You are encouraged to share you courses with your controller early so that they can give you feedback and check for safety.
It is strongly encouraged that you visit all your control sites in person to check that they are suitable, not dangerous, the flag can be grippled etc. For terrain events, it is especially important that you double check these sites.
If there are map corrections required, please identify these early and contact the mapper. The most recent survey may have been some time ago and the map not accurate in places, unless the mapper can alter it in the time available. Mapping updates usually need to be identified at least 4 weeks prior to the event. Some potential control sites may be unusable due to seasonal vegetation. If there are areas of concern then others may be able to assist in helping with this task.
4.1 Score Events (usually autumn and winter)
These are events where runners visit as many or as few controls as they can or like within a time limit.
· Our Score events have a 60min time limit (with a 45min option)
· Depending on the size of area and mapped extent, you may need to use more than one map to give sufficient distance to ‘fill’ 60 minutes. 
· There is no harm if the quicker runners are able to visit all the controls within the time limit, but it should still be challenging for them to do so, and ideally it should not be too many who are able to do this.
· However, it is not worth the event being well over distance. 
· As an approximate guide the quickest runners may complete c.14-15k in an hour over urban ground, but this will reduce substantially off road in the dark.
· For terrain events, we usually use control flags.
· For urban events, we usually use street furniture – post-boxes and lampposts are popular, but feel free to use anything, blue plaques, hydrant signs, benches.
· It is possible to use a mix of the two as well if you desire.
· Scoring is up to you – all controls can be the same value, or these can be varied, but make the scoring system clear both before the start and on the map.
· Similarly with penalties for being late, you may wish to be generous or strict on these, although being over generous may lead to waiting around! 
· These are informal events so we can rely on trust for visiting controls, but equally you may want competitors to write something down to prove they have visited a control. 
· The control stakes should all have a number attached in the 31-70 range, so you can mix these up to provide this option if using those.
4.2 Daylight events (usually spring and summer)
These are linear events where runners visit the controls in a set order. In general for the daylight events, the estimated winning time (EWT) for the longer (senior) course should be 20-24 mins for a fast AIRE runner  If a GB elite turns up and runs it faster, that is OK! 
As a rough rule of thumb a course of 4.5km (straight line distance) should be the maximum distance of your longer courses. But it will depend on the terrain and the area. As the terrain is more physically challenging, the course length with reduce. Urban terrain may result in longer running distances, but that is OK as long as the EWT is 20-24mins.
On the future races list, https://www.aire.org.uk/info/future-races-list those events termed sprint should generally be planned as such. These are scheduled to be warm up events for JK and British Sprint Champs This means a real distance of 2.5-3.5k (max running distance 4km) and a winning time of 12-15 minutes. To give value for money, consider planning maybe 2 short courses, or even 3 with a winning time of around 10 minutes. 
· At present, a main (senior) course, and a simpler orange (TD3) course should be provided
· The main course should be planned to the estimated winning time (see above). The shorter Orange course should be 1/2 - 2/3 the length of the senior course in general, but this may depend on the terrain (the more physical the terrain, the shorter the orange course should be).
· If you are unsure what the differences should be, speak to your controller. There is also additional guidance on the AIRE website.
· If made aware in advance of sufficient interest, a yellow course may also be needed, but only if advised as such.
· Control kites are required at each control site.
· SI units are used for the start, finish and three random controls on the Long course. You should used three sites where vandalism is less likely and this must be grippled with a gripple wire. 
· The SI boxes will be in the organisers box for the event and are labelled 1,2,3 and should be placed along the longer senior course in that order. There should also be a clear and start and finish SI box in the organiser box
· A gripple is a wire cable used to secure the SI unit and kite to an immovable object, e.g. tree, fence, etc. and requires a key to unlock it. NB The cable should not go through the hole in the SI unit.
· .
· If a SI unit is sited on a control also used by the short course, that is OK but not essential
· A member of AIRE’s SI team will bring the SI laptop to the event and help by timing the runners, checking all have returned and compiling the results.
· Think about safety, time, range of ability and the orienteering challenge. For sprint courses try to plan courses with fast runnable legs but challenging in terms of change of direction and control precision
· Always try and visit the area and control sites before the event particularly for terrain events. 
5. Complete Risk Assessment
For insurance purposes we have to have a controller, who approves and countersigns the Risk Assessment (RA). The controller must have approved and signed off your courses and the RA before you send your maps to the printer._
This person will be allocated on the future races list on the AIRE website: https://www.aire.org.uk/info/future-races-list
There is a blank copy of the Risk Assessment in the Useful docs section of the website that you can amend to reflect the hazards at your event.  It is not sufficient to use it as it is.  It should be customised for your event.
Please send maps and risk assessment to your controller to be signed off at least 3 weeks before the event. The risk assessment needs to go to the permissions officer (airepermissions@gmail.com) who has to forward it to the either Leeds or Bradford local authority.
It is a good idea to send a draft of your courses to your controller, particularly if you are an inexperienced planner, and the risk assessment early in the process.  Whether or not they need to do more is a matter for them to decide, in conjunction with you.
6. Preparing your map for printing in Purple Pen.
Once you have finalised your courses, you will need to prepare your map for printing. This guide assumes you have used Purple Pen to plan.
· Check the placement of your control numbers so that they don’t block any useful information required for route choice and/or navigation into the control – you can simply click and drag to move these in Purple Pen. 
· For urban events (using ISSprOM maps), pay particular attention to ensuring crucial uncrossable features are not covered by numbers! A good place to put numbers in is the middle of buildings or Olive green areas on ISSprOM maps. Try and avoid areas with the purple out of bounds cross hatched areas.
· For night events an A3 map side is worth considering for clarity.  Also ensure that the circles and numbers are large enough.  You may need to make them more than the recommended sizes (see below).
· Similarly check all your control circles and if necessary be prepared to “cut” the circles to show details (e.g. uncrossable walls or critical detail). To do this in Purple Pen, highlight the control circle and then click the “add gap” symbol in the top right hand corner of the toolbar. Make sure the cuts are wide enough to see the feature you are uncovering.
· Note that control circles placement should be accurate as possible. For point symbols (e.g. boulder, tree), the circle should be centred on the symbol on the map. For area symbols (e.g. building, vegetation areas, thickets), the circle should be centred as closely as possible to the position of the control on the ground. For line symbols (e.g. walls, fences), the circle should be centred as closely as possible to the position on the ground of the control. Note that for ISSprOM maps where there are uncrossable features (e.g. walls) you should slightly off-centre the control circle to the side of feature where the control is located.
· Then check all the purple lines linking the controls. You can add gaps or bend the lines using the “bend line” icon on the toolbar to make sure they do not obscure any important details.
· Check all your control descriptions and add them to the map. You must try to make the line size a minimum of 5.0mm (check by hovering over the control description box when you have added it). If necessary you can resize by clicking and dragging.
· Note that if you are using lampposts – do not identify them as a “prominent man made feature” – use a better location description (e.g. edge of path). Your controller should help you do this.
· Once all these things are done, you should modify the following settings. Click ‘Event Menu’ - > select ‘Customise Appearance’ and change the following:
· Uncheck ‘Use IOF standard sizes’
· Change ‘control circle diameter’ to 7.0mm
· Change ‘Control numbers style’ to Roboto Bold
· Change ‘White outline around numbers’ to 0.15mm
· ‘Scale item sizes’ should say “Relative to map scale”
· In the ‘purple color’ section, uncheck ‘Blend purple with underlying map colors’
· Set Cyan = 20%, Magenta = 100%, Yellow = 0% and Black = 0%
Under Advanced, Do NOT check ‘Use overprint effect for colors marked ‘overprint’’

7. Printing Maps
We usually use BML for printing maps - the contact is Jack Benham: jack@bmlprint.co.uk 
They can print from pdfs or the Purple Pen files (you also need to send the map file if doing this), but the former is usually easier for everyone.
· Create the pdf files of the course maps and the All Controls map from Purple Pen (‘File’ -> ‘Create PDFs’)
· Send .pdf files to BML requesting printing on waterproof paper at the required size/orientation
· Declare the numbers of each map prints required
· Arrange for maps to be posted to your own preferred address
· Copy AIRE Treasurer into key correspondence and request they invoice Treasurer direct
· Include event name in subject title of email
· Provided all is in order, map printing can be turned round in just a few days. However, it is safest to
· order maps in good time. Judging the numbers of each course to print is tricky. Look at attendance at recent similar events
· A suggestion is 25-30 of longest course and 10 of the shorter course.
8. Obtain Equipment
Ideally collect all the equipment at the previous event, but if this is not possible, then contact that organiser to try and arrange a handover at some other time in between events. 
You will need to check if the lights, clock, and payment equipment (if using) is fully charged for use, and the mobile phone has enough credit. There are instructions in the box on how to do this. PLEASE DO BEFORE EACH EVENT.

9. Print out registration sheet
There are two entry forms on the website.  One for autumn/winter events which need to be populated by all entrants, even those pre-entered.  A different form is used for the summer events and only for those entering on the day.  Pre-entries information will be populated by the person on the results.
10 . At the event
· Cost is £4 adults, £2 students/juniors. £1 more for non members. These prices are per map; so two or more people who go round together with one map only pay once.
· There should be a cash container with a small float in the box.
· Make sure all competitors have signed back in once finished (or have download at SI events) 
11. Post Event
· Please forward the Registration Sheet to the Equipment Officer in electronic or hard copy. (equipment@aire.org.uk)
· For night score, remember to scale up the 45 minute results to a 60 minute score. Anyone who ‘clears’ a course gets a 50 point bonus. It is worthwhile adding some of your own comments to the results data.
· The Results must be published on the website. If SI is used, even only limitedly, the SI person will handle the results.  If not then email either the person who set up Race Signup or the fixtures secretary and they will post them. 
· Pass on the equipment to the next organizer (in line with collection notes above).
· Transfer any income less your expenses to the Airienteers bank account, and inform the treasurer (treasurer@aire.org.uk).


Section B: Checklist
	INFORMAL EVENT PLANNERS CHECKLIST
	When
	Done?

	Obtain map of area
	As early as possible
	 

	Decide on registration/start/finish
	As early as possible
	 

	Plan courses
	Up to 3-4 weeks before
	 

	Submit courses for review
	Up to 3-4 weeks before
	 

	Finalise courses and submit to controller for printing
	2 weeks before
	 

	Submit risk assessment to controller and permissions sec
	2 weeks before
	 

	Receive or collect maps
	1 week before
	 

	Receive or collect equipment
	1 week before
	 

	Check charge status of equipment
	in week before
	 

	
	
	 

	EVENT!
	 
	 

	Hand on equipment
	on day or in week after
	 

	Type and submit results 
	as soon as possible
	 

	Send registration form to equipment officer
	as soon as possible
	 

	Inform treasurer and transfer funds to AIRE account 
	as soon as possible
	 

	
	
	

	LIST OF CONTACTS
	 
	

	Pre Event, website details: 
	 fixtures@aire.org.uk
	

	Permissions: 
	airepermissions@gmail.com
	

	Registration Forms: 
	 lizcarter150@outlook.com
	

	Treasurer: 
	treasurer@aire.org.uk
	



Section C: Maprun Open Orienteering Course Creation Notes for score events
· You will be familiar with Open Orienteering maps from earlier Wednesday Night League urban events.
· Website is found at ; https://oomap.co.uk/gb/#/new/streeto/8/-0.9000/51.8000/
· OOM have made recent improvements to help generate the files needed for Maprun much more easily.
· You will need to generate a Map File .kmz and Course .kml files together with a final course pdf.
1. Map File
· Producing map file using Open Orienteering Map (there are other notes for OCAD map files)
· As the map needs to be A4 - select in panel top left
· 1:10000 or 1:12500 work well for AIRE standard events. We would prefer to have more controls in a smaller area than go to a larger area as we want newcomers to be hitting controls regularly. 
· On the 3 style types top left. Select StreetO. This gives a map like the white background with lack roads and path and is a lot more visible than PseudO at night. 
· Zoom in to the area you are wanting to plan on and left click. This produces a blue dot in the centre of the area of the map. Remember you have options of Portrait/Landscape and Scale to adjust the area covered. Use the delete sheet button and refine the placement of the blue dot until you have the sheet covering the area you want.
· Important Then from your local knowledge and initial scout of the area, add do not cross or forbidden routes, use the crosses to edge Out of Bounds areas and select any Crossing Points you wish to show.  Enlarge your map. You place your cursor accurately on the point on the map and left click. The control options box appears. The do not cross and crossing points are the two of the box options on the right. For crossing point select on the right of the box the angle (default is 45 degrees) before pressing ok.  Carry on until you have all the necessary points done. Take care though you cannot delete just your previous entry the delete crossing point option clears all. 
· When you have done this name your map in the box on the top right that has “Open Orienteering Map” select the pencil icon. Enter “Area name Winter Night League”
· Happy - At this stage the only option for saving is Save and Get pdf map – select.
· At this stage a warning normally comes up
· Race Instructions not changed from default -ignore your going to do this at course file stage.
· Export *.pdf Save this somewhere safe but this is not the pdf you send onto DW.
· The export has created a reference code which is at the bottom right of the map. You can use this code to amend the base map if you need to and to reload the map to go to the planning stage if you are doing this later by entering the code into the map id box and asking to load at the top
· Once you have downloaded the pdf the other save Options become available 
· Export *.kmz file and save. You do not need to open. This is the Map File you need for check sites and to send to DW.
· Note – If *.kmz file is >1.5MB you will get a warning when creating the “check sites” Ignore from OOM it will load anyway.
2. Course File & Planning Considerations
· The event format is going to be 45 or 60 minute score. Maprun has preset scoring systems one of which must be chosen and followed.
· In summary the ones probably appropriate are
· V Simplest and probably most suitable =20 points per control 10 point penalty per min.
· N Graded 1-10 10pts, 11-20 20 pts, 21-30 30 pts 10 point penalty per min.
· B Odds and Evens suitable for Small Map area Runners Punch Even first then Odd (or vice versa)
· Control Number rounded down to nearest multiple of 10 (so graded), 30 point penalty per min.
· Full detail  http://maprunners.weebly.com/scoring-schemes.html
· If time allows you to carry straight on that is no problem as you have the Base Map File now saved and reference id. Once you add anything else and ask to save it will give you a different reference id. So you can do part of this next stage and come back to it.
· If you are coming back to plan later load your base map by entering the reference id on the start up page. Or if you have planned part enter that ref id to continue.
3. Start and Finish
· On Open Orienteering the Start & Finish are co located. 
· Very Important
· There are 2 points you need to consider when placing the start/finish.
· Firstly, If the start finish is in immediate area where people are going to park/arrive they could register a start as soon as they switch their phone on. So try to place a little way from where likely to park. The punch tolerance will be set at 15m. If this is not possible we can give an appropriate note on course details .(Worst case is they should stop the run and start again when ready to go)
· Also and more importantly if a participant runs back through the start/ finish point at anytime before they want to finish they would stop their timing prematurely. So for a score course try to ensure the S/F isn’t on a likley optimum route part way through, and look at setting the S/F in a slight dead end location.
· [bookmark: _Hlk42422436]When placing the S/F and Control points enlarge the map to get as accurate placement on the feature as possible. You place your cursor accurately on the point on the map and left click. The control options box appears choose S/F to place. There is no delete option for the S/F. If it is incorrectly placed or if you want to move it at anytime you place and choose it again and this overwrites the previous position.
· For AIRE standard Night League Urban score course we are looking for circa 25-30 controls, for the 45/60 minute time format.
· To place the controls. You place your cursor accurately on the point on the map and left click. The control options box appears.  Choose control to place but you also need to fill in the information asked for 
· Control number - Start at 1 but be sure not to give optimum route away with your numbering!
· Score – Remember your scoring scheme and enter controls value. (The system stays on previous value by default)
· Description - Keep it simple the CD’s come out in English not symbols.
· Number Position -The default is set at 45 degrees but chose to ensure not obscuring navigational detail and it is clear which control is which. 
· Press ok. The control is now displayed on the map and to the right of your screen appears in the description box. With a delete button and edit button for each control.
· If not happy with control placement use the delete button and replace the control and all the info.
· If unhappy with other details eg Number Position press the pencil button and edit that feature.
· Keep going until you have finished (remember you can save get id and reload later to continue)
· When I have all controls on I reduce the enlarged map to correspond to the A4 size it will print out at and particularly review the numbering positioning.
· Final thing Enter in Race instruction box at top right
· “A 45 minute Score course with XX controls each checkpoint worth (description of scoring scheme)
· This displays on the descriptions.
· When Happy with full course.  At this stage the only option for saving is Save and Get pdf map – select.
· Export *.pdf Save this somewhere safe this is the pdf you send on for Printing and to DW for Maprun. (Unless the 2 checks show you need to make any amendments.)
· The export has created a new reference id which is at the bottom right of the map. You can use this code to reload and amend the course if you need to. 
· Once you have downloaded the pdf the other save Options become available 
· Export *.kml file and save. You do not need to open. This is the Course File you need for Google earth pro check sites and to send to DW if not corrected.
· Also export the Clues pdf and Name “Area Maprun Control Descriptions” This needs to go to DW
4. Checking Course
· We need to run 2 checks on your fully planned course before it can be sent on for printing and Maprun publishing. Both can be done via https://console.maprun.net
· This enters the main Maprun Console page you don’t need admin rights to set up via do these 2 operations. Open the menu 3 white bars top right chose
· Firstly, Create kml course. Import the file generated by OOM Then review to see it has placed on features as you expect/want/accurately enough. If you need to adjust look at the How to Use top left and amend the file ,when happy save your kml file. In deciding whether to adjust the following is relevant.
· The Google Earth display moves to show your control placements with yellow pins. The initial view is tilted press R to get the straight overhead view. Note it is the very tip of the pin that is the location.
· Maprun is accurate/ beeps at control within about 10m So if your pin is within about 5m of where you want it don’t bother fiddling.
· See how well your controls are positioned in relation to the chosen features. You may find, that some controls are further out and need to be nudged into better positions in Google Earth. 
· Secondly, To be able to check the course works on the ground. Upload as Check Sites map using MapRun
· Back to the console page  https://console.maprun.net
· Open the menu 3 white bars top right chose Set Up Checksites
· Enter an event name eg AREA test 1
· Set the Expiry Date longer than the 7 days it gives you.
· Enter your details 
· Load your .kmz and kml files. 
· Don’t bother with the naming conventions at this stage that is only relevant on final publication by DW.
· Submit
· When you load you will probably get an orange warning. The KMZ file is not tiled.
· Don’t worry read on and it should say The course has been created anyway and gives you a 6-digit code, make a note. (If it won’t create the course at this stage then it won’t publish so look to see the file size of KMZ isn’t too large more than circa 2MB. Also any editing of kml file outside of OOM or Google Earth Pro can corrupt. If problem persists send what you have to DW).
· Go to your phone and open up the Maprun app. Press the green menu button bottom right.
· Choose check sites. Enter the 6 figure PIN this downloads the course to your phone. Press Go to Start this then displays the map and course , check it looks right (ie it has the upto date versions of base map and course on it.) Close your app.
· You can share the 6 figure PIN with anybody who is going to help you do the check run.
· The test is now downloaded on your phone so when you are going to do your physical check, Open App under select event if the test isn’t still the course displayed press select event then go back to checksites and re enter code.  Press go to start when ready to run and utilise start/finish point to activate.
· All controls need visiting to ensure that the app registers you should hear the beep. Be listening out for it just before you get to expected point because of the tolerance. The control on the app map also changes from purple to green once it registers so check this if you think you may have missed the audible.
· If any control doesn’t work and is accurate on Google Maps it will need omitting/replacing with one in another position. This is relatively rare 
4. Send for publication
· If OK, send to airepermissions@gmail.com to be published on AIRE Maprun site –
· The base map *.kmz, from OOM
· The course file stage *.kml, from OOM or as corrected from Google Earth Pro
· The course file stage *.pdf from OOM
· and The course file stage ‘clue sheet’ .pdf from OOM
· Confirm the Scoring Scheme.
· Send the course file stage *.pdf from OOM to your controller for onward transmission to printers by the date he has given you.

4

