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Check list for OOD and team:
	Opening
	

	
	From the club website members area, note the combination codes to unlock gates to club, the alarm, the rear bar store for the electric outboard etc. 
Bring milk for teas and coffees 
	

	
	Aim to arrive at the club at least one hour before the first race is due to start. 
Core hours are Sunday 1030 to 1500 and Wednesday 1800 to 2100
	

	
	Turn off alarm and turn on electricity (check no unneeded heaters or flood lights are on).
	

	
	Open the rear bar store to access electric outboard and the club keys. 
The electric outboard battery may be on a charger in the workshop.  
	

	
	Hand out walkie-talkies to each member of the duty team and open up the bar store
	

	
	Hoist the Club Burgee at the race hut.
	

	
	Get the safety boat ready using the electric outboard to power (with first aid kit, knife, boarding ladder and towing rope).
	

	During the day
	

	
	Be responsible for safety, e.g. raise the “wear buoyancy aids” Y flag when necessary, appropriate clothing worn, children supervised, safe sailing, etc.
	

	
	Ensure Club Bye Laws are applied.
	

	
	If a member wants to use the winch they need to be trained in the “Winch Operation Guidance” on the club website before they can have access to the key. 
	

	
	Ensure all injuries are noted in Injuries Book.
	

	
	Welcome any visitors. Ensure all visitors/guests sign the Visitors Book.
	

	
	Be responsible for managing the safety boat - see “Guidance for Use of a Power / Safety Boats at RSC” (copy inside race hut).
	

	
	Run races (see OOD slides and RSC Race Management Handbook, kept in race hut). 
Leave race results sheet in Race Hut.
	

	
	Manage BBQ if used and manage the Club Bar
	

	Closing
	

	
	Ensure Club boats used are put away properly. Record any breakages or damage on website
	

	
	Send photo of race results sheet to sailing committee secretary by email or text message. Place sheet in lever arch file in race hut.
	

	
	Collect in all course flags from the lake. Put away safety boat, the electric outboard to the rear bar store and the battery back on charge in the workshop and locked.
	

	
	Put away all flags and Club burgee
	

	
	Empty fridges and ensure no food left around (attracts rodents).
	

	
	Wash cups, glasses plates, etc. Leave kitchen and bar clean and tidy.
	

	
	If risk of water freezing, turn off water pump (in Ladies’ toilets).
	

	
	Put all drink, cash, race timers etc in bar store and lock bar store.
	

	
	Put bar store keys in the rear bar store and lock with combination lock.
	

	
	Put any tools in the green container and lock it. 
The picnic table umbrellas go in the training hut.
	

	
	Turn off any heaters and turn off electricity (only the one switch!).
	

	
	Turn on Alarm and ensure all windows and doors (including boatshed doors) are closed.
	

	
	Lock gate to compound and lock gate at footbridge and white gate at Marble and Granite (ensure fisher folk can get out)
	


