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1 Introduction

1.1 Scope Of the Document

This document describes the roles and tasks associated with the planning of NVA events, particularly competitions.
1.2 Overview and Objectives

Organising competitions is a complex process and it is better if tasks are written down so that the process can be improved and that knowledge can be passed on from one event manager to another.

This document identifies Roles and Tasks:

Roles are a set of skills 

Tasks are things to do by somebody. 
An Event process is summarised in the diagram below:


[image: image1]
The circles are Activities ie groups of Tasks. The connections indicate a dependency eg the EVENT must take place before the Final Accounts can be prepared which in turn must be completed before the event Closedown can take place. As another example, the EVENT takes place once the Sports Centre, Technicians, Officials and Competitors are all in place.
The Planning phase of a particular event decides what tasks are needed from the master list of tasks. This subset is then used in the next stage of Event Management to make it all happen. 
1.3 Structure Of The Document

The following Sections describe the process of Event Management:

Section 1
This Introduction to set the scene.

Section 2
Roles and Responsibilities.

Section 3
Tasks and Checklists.

2 Roles and Responsibilities
2.1 Roles

The following roles are identified:

	NVA Committee
	IT Manager

	Treasurer
	Referee Coordinator

	Secretary
	Master of Ceremonies

	Event Manager
	DT Manager

	Floor Manager
	Armourer

	Venue Manager
	Safety Officer

	Webmaster
	Photographer

	Newsletter Editor
	Hospitality Manager

	Entry Manager
	Training Officer

	Seeding Manager
	Quality Control

	Registration Manager
	Publicity Officer

	
	


Roles are assigned to people for each event. An individual may take on more than one role but it is not recommended that one individual takes on all roles.

Each role has a set of responsibilities a authorities.

Each role is discussed in detail in subsequent sections.

2.1.1 Bus-Proofing

The responsibilities of a role includes bus-proofing ie putting mechanisms in place to ensure the role is fulfilled even if the person assigned to the role is incapacitated.

2.2 NVA Committee 
The committee is ultimately responsible for an event. The committee decides that the event should take place, sets an outline budget (eg that the event will provide a surplus of £500), and sets the rules for payment of expenses and appoints an Event manager.

At the end of the event the committee reviews reports provided by:

· The Event Manager on the results 

· The Treasurer on the financial result 

· The Quality Control Manager on lessons learnt

· The Training manager on how the skills base of the NVA has improved 

2.3 Treasurer 
The Treasurer is responsible for preparing the accounts, reviewing changes to the outline budget and settling all accounts promptly.
Any concerns with the budget or accounts are referred back to the committee.

Entry fees may be returned to competitors cancelling their entry. A set of reasonable rules are agreed between the Event manager and the Treasurer.
2.4 Secretary 
The Secretary is responsible for distributing information to the membership. The Secretary proof-reads documents for distribution and ensures that they are of the highest standard of accuracy and consistency.
2.5 Event Manager 
The Event Manager is responsible for making the event a success in all respects. He/she sets the programme, obtains the resources and ensures his /her team makes it all happen on the day.
He/she has the responsibility to deliver the event within the financial guidelines laid down by the committee.

The Event manager appoints people to the roles and ensures that they do their jobs.
2.6 Floor Manager 
The Floor Manager is responsible for laying out the fencing venue in accordance with the plans set by the Event Manager.

This includes:

· Pistes for preliminary rounds

· Finals pistes

· Scoring equipment 

· Progress boards on finals pistes
The Floor Manager is responsible for keeping the fencing facilities in working order during the event.

The Floor Manager is responsible for dismantling the pistes and scoring equipment at the end of the event and packing it ready for transportation.

2.7 Venue Manager 
The Venue Manager is responsible for laying out the non-fencing areas of the venue in accordance with the plans set by the Event Manager.

This includes:

· Registration desk

· DT desk

· Armourers area 

· Information points

· Information Desk, Lost Property Desk

· Signs

· Photo opportunity area

· Presentations area

The Venue Manager is responsible for keeping the non-fencing facilities in working order, clean, tidy and uncluttered during the event.

The Venue Manager is responsible for dismantling the non-fencing areas at the end of the event and stacking the furniture for handing back to the supplier.
2.8 Webmaster 
The Webmaster is responsible for publishing information on the website in a timely manner:

· Notice of the event

· Details, application forms, directions

· On-line entry, on-line views of the entry

· Results 
· Photographs

The Webmaster is responsible for providing historical information for the preparation of profiles of competitors.

2.9 Newsletter Editor

The Newsletter Editor is responsible for publishing information in the newsletter in a timely manner:

· Notice of the event

· Event summary and results

· Photographs
2.10 Entry Manager 
The Entry Manager is responsible for receiving entries and cancellations, banking monies received and keeping the Event Manager informed of the progress of entries.

At the closing date of the event the entry is passed to the Event Manager and to the Seeding Manager for seeding. The entry includes the age of competitor where this is required for the event.

2.11 Seeding Manager 
The Seeding Manager is responsible for seeding the entry using the set of rules that have evolved for the event.

On completion of seeding, the entry list is passed to the DT Manager.
2.12 Registration Manager 
On the day of the event, the Registration Manager is responsible for registering fencers who are present and who have presented acceptable weapons for checking.

Registration allows people to register by phone if they are late. 
At the close of registration, a list of no-shows is passed to the DT.

2.13 IT Manager 
The IT Manager os responsible for providing, installing and maintaining the computer facilities required for the event.

This includes:

· Computers used by the DT and Registration

· Computers used by the Information Desk

· Electronic Information boards around the venue

· Connection to the Internet for publishing results, accessing information

· Networking together of the above

· Shared printing facilities

The IT Manager is responsible for ensuring that processes are not delayed in the event of the failure of a major component of the system.
2.14 Referee Coordinator 
The Referee Coordinator is responsible for finding qualified referees and for managing them on the day.
The Referee Coordinator is responsible for giving referees in training some experience.
2.15 Master of Ceremonies
The MOC is responsible for all public addresses to competitors and the audience.

He/she:

· Welcomes the fencers for each event and provides useful information including rules and safety

· Announces the final and introduces the finalists

· Announces the presentation ceremony and announces the medallists

2.16 DT Manager
The DT Manager and his/her team are responsible for running the competition in accordance with the established rules.

The DT Manager draws the poules, enters the results and declares the winners of medals.

The DT Manager passes the final ranking list to the Event Manager, the Newsletter Editor and the Webmaster for publication.
2.17 Armourer
The Armourer is responsible for providing a stock of working spares for the scoring equipment and for repairing any items that fail.
The Armourer should also provide a repair service for fencers’ personal equipment as time permits. 
2.18 Safety Officer
The Safety Officer is responsible for checking the planned arrangements for the event:

· Safe piste layouts

· Provision of medical support

The Safety Officer is responsible for checking the arrangements during the event:

· Daily risk assessment

· Weapon control is taking place

· Emergency exits are not blocked

2.19 Photographer
The Photographer is responsible for taking formal and informal photographs at the event which can be used in all the different form of communication to show not only the successes of the veterans but also the spirit of veterans fencing.
2.20 Hospitality Manager

The Hospitality Manager is responsible for:

· Providing accommodation

· Delivering the social events

· Providing meeting rooms

· Providing refreshments

· Looking after VIPs and guests
2.21 Training Officer

The Training Officer is responsible for reviewing the people involved in the organisation of the event and ensuring that the pool of skill and experience in the NVA is being enhanced by encouraging the appointment of trainees.

The Training Officer is responsible for reviewing the training achieved at the event and preparing a report on lessons learnt and observations on how the training process could be improved.

The report is submitted to the NVA committee.

2.22 Quality Manager
The Quality Manager is responsible for reviewing preparations for the event and ensuring that the objectives set are being met.

The Quality Manager is responsible for reviewing the event and preparing a report on lessons learnt and observations on how the documented process could be improved.

The report is submitted to the NVA committee.

2.23 Publicity Officer

The Publicity Officer is responsible for informing people beforehand of the event:

· The media (newspapers, radio, TV)

· Local Schools

· Local Clubs

· Potential partners or sponsors

· The local NVA membership as a social opportunity
The Publicity Officer is responsible for informing people of the results and any newsworthy stories arising from the event:

· The media (newspapers, radio, TV)

· The Sword

· The NVA Newsletter

3 TASKS AND ROLES
3.1 Introduction

Tasks, roles and activities have been put into a database so that the information can be viewed in several different ways:

Tasks for each Role


Tasks for each Activity


Tasks in time order

This approach is intended to reduce the possibility of a task being overlooked.

A task has a milestone date associated with it:

a) A date of -70 indicates the task should be completed 70 days before the start of the event

b) A date of 0 indicates the task takes place during the event

c) A date of +30 indicated the task should be completed 30 days after the event has closed

 Generally the dates allocated follow the following pattern:

	Milestone
	Days Before Event

	
	

	Start up – event authorised by Committee
	360

	Venues booked
	330

	Assign people to roles, book referees, DT.
	180

	Hotel arrangements
	120

	Social event arrangements, Venue plan, publicity plan
	90

	Entry forms available
	70

	Confirm resources (scoring equipment, referees, DT …..)
	30

	Entry closes
	7


A Task may have a Template associated with is (see the Role of Publicity Officer). The Template is a document containing suggestions and guidance. It is an accumulation of experience that people have assembled while running events. This information should be passed on to the next generation of organisers. It should also be continuously improved by incorporating lessons learnt following an event.
Access the database using the following link:  

http://www.veterans-fencing.co.uk/event-management
3.2 Roles and Tasks

Click on the Roles button and a list of roles is shown.
Click on an individual role to see the responsibilities of the role and the set of tasks assigned to it.

3.3 Activities and Tasks

Click on the Activities button and a list of activities is shown.

Click on an individual activity to see the responsibilities of the activity and the set of tasks assigned to it.

3.4 Tasks 

Click on the Tasks button and a list of tasks is shown.

The list can be re-ordered by Role, Activity or Milestone Date.

4 OMISSIONS

There are some activities that have been excluded from the task database as they are applicable only to international events:


Merchandising – design procurement and sale of themed goods


Ceremonies – opening and closing ceremonies


Transport – arrangements for the transportation of teams and officials


Marshals 


Weapon Control
[End Of Document]
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