Specific Operational Responsibilities For Mountain Bike Events, By Topic


Event Registration, Start Lists, Timing, and Results
Cycling BC 

· Define the minimum list of categories required for each sanction level (e.g. the minimum list of categories to be held at BC Cups)

· Decide what types of license are valid for which race categories

· Provide number plates to those organizers who want them, at or under cost
· Assign one or more timing technicians to races, if requested in advance by the organizer
· For provincial and regional races, assign one or more Commissaires

· For provincial level races, assign an Event Representative

· Provide race organizers with a list of and contact information for the assigned Event Representative, Timing Technicians, and Commissaires upon request, but at least a few weeks in advance of the event in question

· Send UCI / Citizen License member lists to the Registration Coordinator for the Event (if no event representative is assigned) and the Event Representative (if one is assigned)
· Maintain race equipment and supply levels in working condition, particularly upon receiving advice from organizers / timing technicians / event representatives that something isn’t working or needs replacing

· Provide downloadable copies, and if requested in advance, paper copies of single event license and Citizen/UCI license forms

· Make arrangements with the race organizer and/or lead timing technician for the pickup or shipping and return of:

· Basic race equipment, such as the podium

· Number plates, if requested in advance by the organizer

· The timing equipment

· Publish race results on the Cycling BC web site

Race Organizer

· Decide which categories to hold at the race (while respecting any category restrictions for the type and sanction level of the race)

· Assign a registration and results coordinator who will coordinate and manage pre-registration, in-person registration and sign-in, coordinate the other registration volunteers, and work with the Timing Technicians and Commissaires to ensure that results get posted
· Decide whether pre-registration will be offered or not

· Choose an on-line registration provider and work with that provider to get pre-registration set up

· Decide on the entry fees for the race

· Decide whether to use number plates provided by Cycling BC or have plates with own sponsor logos made for the race

· Decide whether the race will be pre-registration only or will also allow in-person registration
· Decide whether or not there is any field limit for the race

· Decide upon the sign-in / registration schedule for the race

· After on-line registration closes, get the pre-entry list from the on-line registration provider and assign number plates to pre-entered riders (see the appendix below concerning how to assign number plates)
· Provide a race / registration office at the event with the following functions:

· License check

· Receive new race entries

· Verify that pre-entries are correct:
· Name and club / team are spelled properly

· That rider is in the correct category (that is, they have the correct license to enter the category they’ve chosen)

· Give riders any swag / free stuff

· Give riders their number plate

· Provide information to riders, such as any changes to the race schedule, number of laps for XC races, timing of the awards ceremony, etc.

· Provide enough volunteers to ensure that the race / registration office runs efficiently. Number of people needed depends upon the expected number of participants. For races with 200 or less entries, 2 or 3 people are enough. For races with more entries, 3 or 4 people (at least) are needed. Generally:

· At least 1 person for new entries

· At least 1 person for pre-entries

· At least 1 person to handle payment / money and answer questions

· Remit to Cycling BC any money collected by on-line registration for single-event licenses pre-purchased by non-members

· Provide shelter and basic office supplies so that registration staff can work effectively. Specifically:
· Registration forms

· Event waivers (if you decide you need them; not required by Cycling BC)

· Copies of single event license forms and citizen / UCI license forms (can be downloaded from the organizer section of the Cycling BC web site)

· Paper / stapler / posting boards / tape / markers / pens
· Power source

· Optional but really helpful:

· Multi-function consumer-grade copier/fax/printer

· If an event representative is not assigned by Cycling BC (regional and grassroots level events)

· Contact Cycling BC Office for a recent copy of the UCI and Citizen license member list

· If timing is being done in-house and not by Timing Technicians assigned by Cycling BC

· Ensure that volunteers are assigned to produce start lists, do race timing, and produce race results, or that a timing company is hired to do this

· Send the race results to Cycling BC

Cycling BC Event Representative

· Contact Cycling BC Office for a recent copy of the UCI and Citizen license member list

· Maintain a supply of forms in case the organizer runs out:

· Single Event License forms

· UCI / Citizen license forms

· Citizen to UCI and Single Event License to Citizen/UCI license forms

· Generic BC Cup Entry Forms (soon to be added to web site)

· Assist the registration volunteers provided by the organizer

· Contact the organizer in advance to confirm the dates, times and location of race registration and sign-in

· Contact the organizer in advance to confirm that they have assigned number plates to entries received via on-line registration

· License checking

· Check licenses personally and / or show the organizer’s registration volunteers how to check licenses and then monitor them during registration to ensure that it is being done correctly

· Dealing with membership and license problems:

· Incorrect categories

· Lost / missing licenses

· Licenses not yet received from the office
· New Citizen/UCI license applications

· Deal with single-event license applications

· Answer member questions about race categories, membership, and licenses

· Collect the completed single-event license forms and Citizen/UCI license applications as well as any money collected for these and send them back to the Cycling BC office

· Ensure that the registration volunteers produce a list of corrections to on-line registration entries
· Ensure that any new in-person entries are given to the Timing Technicians for entry into the timing system

· If the organizer’s registration volunteers are having trouble, pitch in to help them out
· Work with the Lead Timing Technician to produce start lists and race results

· Pass changes to pre-registration entries on to the lead timing technician for entry into the timing software

· Pass day-of-race entries on to the lead timing technician for entry into the timing software

· Help the Lead Timing Technician review the start lists for errors

· For BC Cup and Provincial Championship events

· BC Cup

· When results for Elite Men and Elite Women are available, quickly tabulate the series points to determine if there is a new series leader. If so, announce the new series leader during the awards ceremony

· BC Championships

· Go through the results for the championship categories; ensure that the top 3 Cycling BC members in each championship category receive a gold, silver or bronze medal. For Elite Men / Women and Junior Men / Women, ensure that the highest placed Cycling BC member receives a provincial champion’s jersey

· Other events

· Assist the organizer with the awards ceremony, if needed

· Consult with the Chief Commissaire in case of a question concerning the rules of the sport, or a question concerning the eligibility of a rider to enter a particular category (if it is unclear what category is appropriate, or if the rider is asking to enter a category that they may not be eligible to enter).
Lead Timing Technician

· Contact the Race Organizer in advance to determine when on-line registration ends and in-person registration begins

· Collect the timing equipment from the Cycling BC office, or ensure that the race organizer has received it in advance. If necessary, call Cycling BC to verify that it has been sent (and what has been sent)
· Examine the timing equipment to make sure that supply levels are adequate and that everything is there. If something is missing, buy more, and send the receipt to Cycling BC for reimbursement. If an essential piece of equipment is missing, contact Cycling BC and arrange to have it couriered to the event

· Get the list of pre-registrations and number plate assignments from the race organizer. Make sure the data is ‘tidied-up’ and input into the timing software using the timing laptop
· Be available during race registration to input new entries into the timing software and to make any changes to the list of pre-registration entries that are made during the sign-in process

· Meet with the assistant timing technicians (one or two depending upon whether it is an XC or DH race; one of these may be a volunteer provided by the organizer) to review the operation of the stopwatches and the division of labor

· Set up and test the timing equipment; resolve any equipment problems

· Once the data entry is complete, print start lists. Go over them with the Event Representative and / or Chief Commissaire to look for errors.

· If errors are found, correct them

· After the race, print the race results and work with the Commissaires to verify that they are correct. Make any changes to the results requested by the Commissaires.
· Hand-off verified results to the race organization and / or Event Representative for posting and awards

· E-mail the final results to both ‘info@cyclingbc.net’ and to the race organizer

· Ensure that the timing equipment is correctly packed up and returned to Cycling BC. Send Cycling BC a list of any equipment or timing supplies (paper, batteries, etc.) that needs replacement or maintenance

· Send receipts for any supplies or equipment needed at last minute to Cycling BC for reimbursement

Chief Commissaire

· The Chief Commissaire is generally responsible for supervising the sporting aspects of the events, for penalizing infractions of the rules, and for inspecting the race course(s). One of his / her main jobs is also to manage the work of the other Commissaires, and to validate the race results.

· If no Event Representative is assigned, monitor registration and deal with license issues (or assign a member of the Commissaires’ panel to do this)
· Be available to the Event Representative, registration volunteers, lead timing technician, and race organizer in case of questions concerning the regulations or race categories. 

· The Chief Commissaire is the final authority in interpreting the regulations concerning whether or not a particular racing license is valid for entry in a particular category. The decision of the Chief Commissaire shall be taken as final.

· Collaborate with the Lead Timing Technician to ensure that the start lists are correct and given to the Commissaires in a timely fashion

· Work with the race organizer to decide on the number of laps for XC races (the Chief is ultimately responsible for this)

· Ensure that the results produced by the Timing Technicians are correct. If an error is discovered, have it corrected using the back-up times or finish order produced by the Commissaires

Who Pays For What

Cycling BC

· Honorarium and travel expenses of the Event Representative

· For provincial championships, the honorarium and travel expenses of the Chief Commissaire

· Outbound shipping of race equipment to the race organizer, usually via Greyhound (if it isn’t picked up by the organizer or lead timing technician)

· Maintenance and replacement of timing equipment and supplies and basic race equipment such as the podium

Organizer

· Honorarium and travel expenses of the Timing Technicians

· Honorarium and travel expenses of the Commissaires (except as above concerning provincial championships)

· Return shipping of race equipment to Cycling BC, if not dropped off

Appendix – Number Plate Assignments

For BC Cup events, the Elite Male series leader and Elite Female series leader should have the lowest number possible in their category. For Elite Male, this is #1, and for Elite Women, this is the lowest number available at the start of the range of number plates for women. The current series leaders can be found by looking at the series standings on the Cycling BC Web Site (www.cyclingbc.net).

Otherwise, there are no standards for number plate assignments. However, the following scheme is suggested if you are using a relatively new set of number plates without many missing plates. This is typically more helpful for XC races as there can be multiple categories racing on the course at the same time. These number ranges are only suggestions; they can be adapted to fit the range of numbers available and the expected number of riders.
	XC:
	DH:



	Elite Men: 1 – 49
	Elite Men: 1 – 49

	Elite Women: 50 – 79
	Elite Women: 50 – 79

	Junior Men: 100 – 119
	Junior Expert Men: 100 – 149

	Junior Women: 120 – 139
	Junior Sport Men: 150 – 199

	Senior Men: 140 – 179
	Senior Men: 200 – 249

	Senior Women: 180 – 199
	Senior Women: 250 – 279

	Master Men: 200 – 279
	Master Women: 280 – 299

	Master Women: 280 – 299
	Master Men: 300 – 399

	Men (U17/U15/U13): 300 – 339
	U17 Expert Men: 400 – 449

	Women (U17/U15/U13): 340 – 359
	U17 Sport Men: 450 – 499

	Citizen: 360+
	U15 Men: 500 – 539

	
	U15 Women: 540 – 559

	
	Citizen: 560+


Appendix – Registration Process
The race registration process accomplishes the following:
· To allow riders to announce their intention to enter the race

· To collect entry fees from riders

· To collect the rider’s identity information

· To verify that the rider is entitled to enter the race, and if so, that the rider has the correct license to enter the category that they have chosen

· To issue the rider’s number plate

· To produce a list of the riders that will start in the race

Entry in the race can be done either on-line, by telephone, or via a paper form that is sent to the race organizer, or in person at the event. At the time of entry, the rider pays the entry fee for the race and gives the organizer their identity and the race category that they wish to enter.
The rider is registered in the race once their license card has been inspected to verify that they are entitled to enter the race and the race category that they have chosen, and once they have been given their number plate.

Registration, also known as sign-in, is always completed at the event before the race begins. Generally, the registration office for a mountain bike race is organized as follows:

Station 1: Riders who have not already entered in advance (usually on-line) start with station one to fill out an entry form. Also, if the organizer requires all riders to sign a waiver, the waivers are usually made available at station 1.

Station 2: Cycling BC Event Representative. Riders who are buying a single-event license stop at this station to complete a Single Event License Form and pay the Single Event License Fee. Riders who are buying a Citizen or UCI license at the race stop at this station as well.

Station 3: Day-of-Race Entry Station. Riders who have not entered in advance present their entry form, racing license, and payment for the race. The person at this station checks the license to ensure that the rider is entitled to enter the race category that they have chosen. Questions concerning category eligibility or missing licenses should be referred to the Event Representative. If the rider is allowed to enter the category, the person at this station assigns them a number plate, writes the number plate on top of the entry form, and gives the entry form to the Lead Timing Technician to enter into the timing system. Any ‘stuff’ that comes with a race entry is also given to the rider at this point (e.g. t-shirts, draw-prize tickets, etc.).
Station 4: Pre-Entry Station. Riders who have already entered the race by-pass Station 3 and go directly to Station 4. The person at this station verifies that the rider has the correct license for the race category that they have chosen; also, they use the rider’s license card to verify that the information the person provided when they entered the race is correct (name, gender, age, and club / team). Any corrections to this information are made on a print-out of the pre-entry list, which is later given to the Lead Timing Technician so that any changes can be entered in the timing system. 

Questions concerning category eligibility or missing licenses should be referred to the Event Representative. If the rider is allowed to enter the category, the person at this station gives them their number plate (which was already assigned by the race registration coordinator). Any ‘stuff’ that comes with a race entry is also given to the rider at this point (e.g. t-shirts, draw-prize tickets, etc.).

Note: For large races, it is sometimes a good idea to split the Pre-Entry Station into two or more stations. For example, one person handles last names beginning with A – M, the other handles last names beginning with N – Z. Multiple people can also be used at Station 3.

The Event Representative should spend some time with all of the registration volunteers before registration opens to show them how to read licenses and to answer any of their questions.

If there are any problems or questions concerning categories or licenses, they should always be directed to the Event Representative.

Note: The Chief Commissaire is the final authority in the event of a dispute concerning race category eligibility or any other registration issue. He or she should be consulted by the Event Representative and / or Registration Coordinator if they aren’t able to resolve a problem.

Note 2: Registration is best done indoors, if possible. If not, then it needs to be done in a sheltered area, under one or more tents. For most BC Cup events, enough space, tables, and chairs are needed for the stations described above, plus storage space for the number plates and any rider packages. The Lead Timing Technician might also work from the registration office so that new entries and any corrected pre-entries can be input into the timing system quickly.
Volunteers Needed:

· Registration Coordinator (solves problems, answers questions)

· Volunteer for Station 3

· Volunteer for Station 4

· Cycling BC Event Representative
