
Papercourt SC
Guidance Notes for Race Officers

Responsibility

If you are unable to attend on your designated duty day it is your responsibility to find a replacement officer or to change your duty with another member either via phone or DutyMan.  If you do change via phone ensure changes are recorded on DutyMan.  The duty rota officer, Lynne Jones, needs to be informed of any change (email lynne.jones99@ntlworld.com or tel. 07785 502635).  Please note that it is not the duty rota officer’s responsibility to find a replacement. 

You are responsible, on behalf of the committee, for the safe conduct of all activity on the water.  It is your decision whether sailing takes place in severe weather conditions.  If in any doubt, seek guidance from a member of the committee, or other experienced club member.  You should not cancel a race if only 1 or 2 members turn up wishing to race as they may be sailing in a series and need the qualifying races.

Please do not underestimate the demands of this duty day. Your ability, care, and consideration determine the enjoyment of everyone taking part in the day’s events.  Your overriding consideration should be to provide the best possible course and adequate starting line as well as ensuring everything is conducted in a safe manner.

Prior to the day of duty

Study your published race programme sheet and note the starting times and types of race for which you will be responsible.  Especially note any Championship series being competed for, e.g. Mr & Mrs, Novices, Ladies etc. 

Please read the Sailing Instructions.  A copy is displayed in the club notice cabinet (just outside the clubhouse doors, lake side) and there should be a copy in the flag box.

As you are probably the most experienced person on duty on your designated day it is your duty to telephone your team of ARO, SBOs and OOD to confirm their availability about 10 days prior to the event.  This will enable you to confirm you have a full crew for the day and if anyone cannot make it that they have steps in hand to find their replacement and will be notifying you and Lynne Jones of their replacement.

Obtain all possible personal equipment that you will need - In particular you will require an accurate stopwatch, writing implements, suitable clothing, food and drink and radio from training room with which to communicate with SBOs and OOD. The OOD will provide a flask of hot drink.

Prior to the first race

To give yourself essential pre-race preparation time, you should arrive at the club at least an hour and a half before the first race. 

On arrival at the club write your name on the OOD's log sheet. (If it does not appear it will be assumed that you did not attend for your duty and you will be chased up later.)

Equip the committee boat with the flag box, recording sheets, scrap paper and your personal gear – stop watch and burgee.  Most of the club items will be found in the clubhouse main entrance passage.

Liaise with the OOD asking them to;-

· Set out and collect race declaration sheets.

· Keep you advised of any shore based problems that might justify the postponement of the race or affect its duration.

· Advise you of any visiting boats that may have entered the club and be on the water.

Liaise with the SBOs asking them for their co-operation in:

· Providing a rescue boat for your use early on to check the wind direction and strength at both ends of the lake.

· Positioning the buoys before the start of each race.

· Communication with competitors.

· Setting and monitoring of the start line.

· In light winds, assisting boats to the start line - before the preparatory signal only - This is a courtesy where sailors are having difficulty in progressing.

· Ensure each of the SBOs have a radio for smooth running and safety reasons, and allocate them an initial patrol area during the racing so that all of the lake is monitored

Work out the course that you intend to use.  If you have any difficulty it may be worthwhile seeking the views of some more experienced members.  You do not have to accept their opinions, but their views are helpful.  Remember that it is normally not possible to set a course from the clubhouse - you should take a trip in a safety boat to see what the wind conditions are like at the far end of the lake.  Take note of fishermen’s swims in order to avoid sailing over them where possible.  If racing is not possible for the first race due to lack of wind or ice postpone the first and review again at 12.30 if racing has not been possible in the meantime.  If still not possible to race and unlikely to change then the days sailing may be cancelled and your Team stood down apart from the OOD, who will continue to look after refreshments and locking up etc.

Display the course to be sailed on the course board at least 20 minutes before the start.  Buoy positions are approximate, but order of rounding must be accurate.  Please avoid ambiguity.  Ensure that for Pursuit races the race time span is clearly displayed.  If the line or Outer Distance Mark (ODM) is to be part of the course, make sure this is displayed correctly and clearly.  Also indicate any championship series etc. being sailed on the course board.

Position the committee boat at the starboard end of the line in plenty of time, moored by bow and stern so that the stern faces the rear of the start line to allow helms to see the boards.  Usually it is easier to anchor the committee boat in its approximate position and then adjust the white ODM.  Note that the line must not be changed after the 5-minute preparatory signal – unless you postpone and restart.

An orange flag should be flown from the tall mast of the committee boat at all times when crewed and on station.  Get the flags and handicap numbers (if a Pursuit race) required for the start sequence ready well in advance.

Course setting

Please see the Pursuit race section regarding the length of the lap.

Course setting always depends on the direction and strength of the wind.  These factors determine:

· area of water available

· position of start line

· length of race

· position of all buoys

When setting a course consideration must be given to where people are fishing.  A buoy should not be set directly out from a fishing position unless adequate distance is left of about 15 metres plus an extra distance for where you think the nearest boat to the shore will be when rounding the mark.

A good start consists of:

· a start line sufficiently long enough and with enough bias to encourage all boats to use all the line

· accurate time signals and ensuring Classes not about to start, keep clear of the line

· decisive action by the Race Officer

A good race consists of:

· first leg to windward with 1st mark left to port if possible

· other legs designed to test all points of sailing

· easily identifiable course

· Finish leg to windward.  No hooked finish (final downwind mark too close to finish)

You do not have to have a windward start but unless the wind changes after setting the course it is wiser to have a beat to the first mark

During the race

Keep an accurate record of all boats as they pass you. (Note that you do not have to have the start line as part of the course but it does help recording.)

Watch out for course problems/wind shadows that may occur and ask the competitors when they are ashore for any comments.  Adjustments may be made by a change of course/movement of marks for the next race.

Rule infringements must be noted and if neither boat undertakes a 720° penalty, then the PRO may instigate a protest.

Time limits and finishing periods:

· When the leading boat in a race fails to complete the first leg of the course within thirty minutes, the race may, at your discretion, be abandoned.

· In all races the maximum on-station finishing period for each race shall be thirty minutes after the first boat finishes in that race.  Boats not completing their final lap within the allotted time shall be given a finish.  You should estimate their finishing time based on prevailing conditions and calculate the results accordingly.  A suitable method of such estimation would be for the committee boat or a safety boat at the end of the finishing period to sail the course in reverse, logging sail numbers and then estimating the finishing time from the relative position of the boat.

After the final race

Work out race results (see instructions below) and make them available to competitors as soon as possible.

Signing-off is no longer compulsory. 

Please post the completed race declaration sheets, the result sheet and the lap sheet to the Results Officer in the envelope provided.  If there are problems with the results, then a short note should be written explaining the problem and the Sailing Secretary and Results Officer should be contacted.  If any or all of the races are cancelled, please post a note to this effect to the Results Officer.

It is ESSENTIAL that you ensure the Helm ID numbers are entered on the signing-on forms by the helm and also entered on the computer results.  It is surprising how many helms have the same initials and sail the same class.  Dick Georgeson who does our results has in the past had extreme difficulty identifying helms.  Please make it easier for him.

General

Training

In order to provide the club with more Principal Race Officers please try to use your duty as a training day for your ARO.  If you think they are of sufficient standard to be 'upgraded' please contact Lynne Jones.

The following pages explain the types of race you will be required to organise during your day of duty. These are:

· Pursuit Race (P)

· Fast and Slow Handicap (H + h)

· General Handicap (GH)

Included for each type of race is:

· a brief description of the race

· the starting sequences of times, flags and sound signals

· the duration of the race

· the finishing procedure

· The method of results calculation.

Should you have any difficulty with your duty please contact any member of the Sailing Committee.

Pursuit races

Race duration

The Pursuit is based on a 70 min duration for Toppers (PYN 1290) and almost all classes start slightly late and most could be subject to a 'late start adjustment' if they finish within seconds of the end of the 70 minutes.

The start

The starting sequence for a Pursuit race is as follows below. First is the 5, 4, 1, GO procedure then the starting times for the pursuit race.

	5 minutes before the first start
	· hoist code flag 'A' 

· make one sound signal

	4 minutes before the first start
	· hoist code flag 'P' (Blue Peter)

· make one sound signal

· display the number '1' in the rack

	1 minute before the first start
	· lower code flag 'P' (Blue Peter)

· make one sound signal

	At the first and subsequent starts
	· dip the code flag 'A'  for 10 seconds

· make one sound signal

· alter the number in the rack to that of the next class of boat to start.  (Please start each of the 14 starts as some boats will be starting their watches from earlier starts)

	At the final start
	· drop all Flags

· make one sound signal


Pursuit race start table from April '11

Actual duration 70 minutes. Calculation based on nominal duration of 70 min, base PYN of 1289.

The committee boat will only display the 'Start numbers' shown, not the PY numbers.


	Class
	PYN
	Start time (min:sec)
	Start no.
	Adjustment (sec)

	Topper
	1297
	0:00
	1
	-20

	Laser Pico
	1260
	2:00
	2
	-26

	Mirror
	1390
	
	
	-449

	Mirror S/H
	1370
	3:30
	3
	-474

	Gull
	1363
	
	
	-451

	Gull S/H
	1343
	
	
	-396

	Feva
	1205
	5:00
	4
	-26

	Feva S/H
	1200
	
	
	-10

	Laser 4.7
	1175
	6:30
	5
	-19

	Grad
	1160
	7:00
	6
	0

	Byte
	1170
	
	
	-32

	Solo
	1153
	7:30
	7
	-7

	Grad S/H
	1138
	8:30
	8
	-18

	Byte C11
	1140
	
	
	-25

	Europe
	1143
	
	
	-34

	Wanderer
	1140
	
	
	-25

	GP 14
	1132
	
	
	-2

	Ent
	1117
	9:30
	9
	-10

	Ent S/H
	1108
	10:00
	10
	-10

	Laser Radial
	1106
	
	
	-4

	Wayfarer
	1101
	10:30
	11
	-17

	Laser
	1082
	11:30
	12
	-16

	Lark
	1078
	
	
	-2

	RS Vision
	1090
	
	
	-42

	Supernova
	1065
	12:30
	13
	-20

	RS 200
	1062
	
	
	

	
	
	
	
	-10

	
	
	
	
	+94

	Phantom
	1030
	
	
	

	Access 2.2
	1810
	14:00
	14
	-2831

	Access 303
	1610
	
	
	-1886

	Access 303 S/H
	1580
	
	
	-1788

	Access Liberty
	1550
	
	
	-1690

	Optimist
	1646
	
	
	-2003


The 'Adjustment' column gives the amount that each class starts late relative to the mathematically exact time (except those with a '+n' adjustment): if a boat finishes within this time after the final gun it is credited an extra lap. It also shows that, for instance, Lasers start 16 seconds late, Solos start 7 seconds late so a Solo should be 9 seconds in front of a Laser at the final gun.

Recording

The Recorder writes down the number and approximate time of each boat in the order in which it completes each lap.  It is possible for some boats to have completed one lap before other boats have started.  For this reason one person should concentrate on recording to the exclusion of all other duties.  Using this method, the Recorder can always tell which is the leading boat on the water.

Check for any anomalies in lap time as this may indicate that you have missed recording a boat completing a lap.  Alternatively it could mean that the boat has capsized.

The finish

At exactly the expiry of the stipulated race period of 70 minutes hoist flag 'S' and make two sound signals. Note that for a Pursuit race you must not deviate from the allotted time.  Thus, if the first start is at 1045 hrs with a race duration of 70 minutes the finish signal is made at 11:55 hours exactly.  Each boat that thereafter reaches the finishing line is deemed to have completed the race and you must keep an accurate record of the exact finishing time of each boat.  Making a sound signal as a boat finishes is merely an expression of courtesy and efficiency - it is not required by any rule of racing.  In Pursuit races it is much more important to record the exact order of finishing together with the exact times than to worry about missing out a sound signal or two.

Handicap races

There are two types of Handicap race sailed at Papercourt, the Fast and Slow (H+h) and the General Handicap (GH).  Either type of Handicap race works in the opposite way to the Pursuit race, i.e. boats start at the same time and the results calculation determines the final result. 

In the Fast and Slow Handicap there are essentially two separate (Fast handicap and Slow handicap) races on the water at the same time. Slow handicap boats are those above the upper thicker line on the Pursuit race start table plus the slowest boats below the lower thicker line; currently up to PYN 1170 but this could change.
  A General Handicap race has all boats starting at the same time.

Race duration

Handicap races will be limited to the number of laps specified by the PRO on the course board prior to the start. The actual duration may be shortened by the Race Officer depending on conditions.

If the race is shortened, boats will finish at the end of the lap then being sailed, at the finishing line indicated on the course board.  The Race Officer will record the time at which each boat finishes.

The start

GH Races (General Handicap)

	5 minutes before the first start
	hoist code flag 'A' over code flag 'B'

make one sound signal

	4 minutes before the first start
	hoist code flag 'P' (Blue Peter)

make one sound signal

	1 minute before the first start
	lower code flag 'P' (Blue Peter)

make one sound signal

	At the start
	lower the code flag 'A' over code flag 'B' 

make one sound signal


H & h races (Fast and Slow Handicap)

	5 minutes before the first start
	hoist Code Flag 'A' (Fast Handicap)

make one sound signal

	4 minutes before the first start
	hoist code flag 'P' (Blue Peter)

make one sound signal

	1 minute before the first start
	lower code flag 'P' (Blue Peter)

make one sound signal

	At Fast Handicap fleet start
	lower code flag 'A' and hoist code flag 'B' 

make one sound signal

this is the Slow Handicap fleet’s 5 minute signal

	Repeat the start sequence above for the Slow Handicap fleet


Should any boat be over the line at the prescribed start, indicate with code flag 'X’, make one sound signal and if possible hail them calling their sail number. 

If numerous boats are over the line, make a general recall with two sound signals and raise the 1st substitute flag.  The preparatory signal will then be made one minute after this signal is lowered accompanied by one sound signal.  If you have a general recall of the fast fleet, do not hold up the slow fleet; the fast fleet will restart their race after the slow fleet start.

Open meetings and special events:

After a general recall the following rule (30.3) may be imposed and should be signalled by hoisting the Black flag in place of the ‘P’.


Any boat which either is within or enters the triangle, the base of which is the starting line as defined on the course board and the apex of which is the first mark, during the minute before the next starting signal is made, shall be disqualified and the Race Officer shall, if possible, inform the offending boat.

The finish

At the finish of H + h and GH races, raise flag 'S' and make two sound signals. Use your judgement on when to finish depending on wind, enjoyment and temperature – look out for slow boats and failing wind. The race should last 40-50 minutes for the first finisher.  It can be finished at any time – shorter or longer.

As each boat finishes, record the precise time.  Timing is more important than a sound signal.

Calculating Results

Use the computer. See the switch-on instructions on the front of the computer.  Wait.  In due course the RESULTS form will appear.

Check the date.  It is essential that the date is that of the day the races take place.

Click the button corresponding to the type of race.  Use the Saturday / Sunday buttons for normal weekend series, use the GH1 etc buttons for events even if on Sat or Sun. The website will make most sense if you use GH1 -GH4 for one fleet, GH5 – GH8 for another and so on but it's not essential.

A new form will load, in which you enter the data.  The instructions below are for GH race entries.  Pursuit race procedure is the same but there are some differences you should be aware of which are noted below.

If the form which loads has results entered these could be someone else’s, which will be overwritten and lost if you carry on.  Click the [Abandon] button and check the date. If you are sure you are right, fudge the date and please note the fact on the declaration sheets.

If you work with clock times, enter the start time in the start time boxes.  If you work with elapsed times since the race start, leave the start time boxes blank.  You can use clock times (e.g. start at 1:45:00, boat finishes at 3:01:15) or elapsed times (start is 0, boat finishes at 1:16:15 or 76:15). If you use clock times and the start is before midday and the finish after it you must use 24-hour clock notation (you can anyway if you wish, so long as you use it throughout). Or if you take the finish times from the watch you started at the 5 minute gun enter 5 mins in the start time rather than subtract 5 mins from each finish in your head – similarly if you take finish times for Fast and Slow races from the same watch.

The information you enter for each boat comes pretty well straight from the last column of the lap chart.

· -Type in the sail number (all the digits please).

· -Enter the class by clicking on the appropriate button. This will enter both the class mnemonic and the PYN. These buttons are purely a shortcut - you can type in the class mnemonic and PYN manually and you will have to do this if the class is an oddity and there is no button for it.

· -Enter the number of laps completed.

· -Enter the finishing time. You don’t have to type into all the time boxes; you can enter (for instance) ‘87 mins’ leaving the hours box blank.

Repeat for the next competitor using the next line down. If you leave blank lines, the machine should get rid of them (including if you delete a line half way down the list).

All boats entered and correct? Then click 

[Places].  It will instantly show the boats in ranking order.  Does it seem right?  Did you enter 78 instead of 87 mins?  If a line you intended to delete is still there, probably at the top, make sure everything in white cells on the line is deleted and click [Places] again.

[Print]
Check that the printer is switched on (power light on), has paper in it and generally seems happy.  Click the [Print] button.  If the printer is terminally unhappy, don’t.

[Done]
Carry on with the next race. You don't have to wait for the printer to finish before starting the next race

When you have finished and the printer has finished printing, click [Goodbyeee] in the RESULTS form.  There will be a short delay and the machine will then shut down. When it has done so switch off at the extension socket.

Put the printout(s) on the ‘Today’s Results’ board so that competitors can see how they have done.

Put all the paperwork, lap charts and declaration sheets, in the stamped, addressed envelope provided and post it. Printouts alone are not enough, declaration sheets in particular are needed to cope with missing or wrong Helm IDs and Restricted series declarations.

Note on Pursuit races

Proceed exactly as for GH races. You are only interested in the start time of the 70 minutes and the finish time of each boat, not the elapsed time after the end of 70 mins, because the computer corrects the actual sailing time fully, allowing for the staggered start.  There are 2 extra columns for Pursuit races, ‘Start’ (time) and ‘Eff laps’. ‘Eff laps’ is to cope with the late start corrections, is automatically generated and only mentioned so you won’t be surprised if it’s not the same as actual laps. ‘Start’ is filled in along with the mnemonic and PYN when you click the class button.

Note for those who don’t speak fluent computerese;  

The ‘cursor’ is a dark box border which indicates the cell in which anything you type will appear. Use the cursor keys -> I I <-) to move between the various cells.

Normally you only need to enter numbers so don’t worry about finding your way round the keyboard.  I find it easier to use the number pad at the right of the keyboard. (Make sure the ‘Num Lock’ light is on.  If not press the [Num Lock] key. 

Problems

What bits need to be filled in:  Various areas of these forms are colour coded.  You can’t enter anything in blue areas.  You can type in white areas (though some are filled automatically).

I need to correct something:  If you’ve finished with the race and need to retrieve the results, in the RESULTS form check the date and press the appropriate race type button.  The race form will be displayed.  You can go back and change things at will; if a Laser was actually a Radial put the cursor (anywhere) on that row and click the [Las Rad] button.  If a competitor retires or doesn’t sign off, put the cursor on their row and click the [RTD] or [DSQ] button.  (These buttons work simply by putting in a silly amount of time and 1 lap; you should still enter Sail no., class and PYN for these boats. Otherwise no one else knows what this refers to, and a zero/blank PYN may give strange effects on the ranking.)

Places are not true:  As you enter each boat a place number appears against it.  These are all lies at this stage, as boats are not ranked until you click the [Places] button.  Also if you change any of the data that affects a handicapped time (anything except the Sail number or the class mnemonic) click [Places] again to re-rank them.

It’s giving boats nth=:  Boats whose corrected race times (not lap times) differ by less than ½ a sec are ranked equal.  This is deliberate.

I need to delete a boat from the results:  Delete everything in white cells in that row and press [Places] again.

An oddball class boat competed:  Instead of clicking one of the class buttons, type in a class mnemonic and the PYN in the appropriate columns  – perhaps the helm knows the PYN or you could open the browser (button at top of screen), go to  <http://www.rya.org.uk/infoadvice/racing/Pages/portsmouthyardstick.aspx> and click the Excel format link. It could even be bookmarked!

For a Pursuit race, start the class at the standard start time for the next lower standard PYN (the next faster class). If the PYN is bigger than the Topper PYN start with the Oppies. (click the button for the class it started with and then overtype the mnemonic and PYN.

Any other problems:  Tell the Results Officer (Dick Georgeson).  Otherwise he won’t know and won’t do anything about it.

Dick's Address is Iona Cottage, Blundel Lane, Cobham, Surrey, KT11 2SP.  When posting the results, make sure the envelope has a “large letter” stamp on it.

And Finally

The success of the day’s sailing depends on all the members on duty and therefore it is imperative that you do your utmost to ensure the day runs smoothly and safely.  The Committee wish you success and will assist in any way possible.  Thank you for doing your duty.  If you have any comments for improvements please contact the Sailing Secretary.
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