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Officer of the Day

and

Assistant Officer of the Day

Role description, responsibilities

and procedures
Purpose of this document
The Officer of the Day (OOD) is an important voluntary operational role in the safe running of the club during events and races. The responsibilities of the role at the time of writing this document are spread out across a number of booklets, guidance notes and policies and it is unlikely that newer members of the club have had access to these papers. This means that some members performing the role may not have a full understanding of the role’s responsibilities.

This document aims to bring together all the responsibilities of the OOD into one reference document; other policies and guidance notes should still be consulted and followed as this document does not replace them.      

There is also a new OOD one page checklist and a set of training slides available in both the race hut and the club’s website. 

Approach to creating the document
The following information sources were reviewed and material reused in this document:

· The club handbook for 2021
· the club website
· OOD checklists and training materials from 2016
· Safety Boat Guidance from 2012
· Major Incident Plan from 2016

The authors own recent experience of performing the OOD role and an OOD training session from the Summer of 2023 have also provided content. 

The Club’s Committee has reviewed and approved the document.
Suggestions for additions or changes should be sent to Angus Cameron; his email address is angus@dunelm.org.uk

Target audience for this document
The OOD role is generally performed by the club’s committee members and other club members with several years’ experience.  The Assistant OOD role (AOOD) is where most members will first experience the responsibilities noted in this document. After a number of times performing the AOOD role, the sailing committee may then allocate the member to the OOD role. Occasionally the rostered OOD may be a “no show” in which case the AOOD may need to “act up” into the OOD role.

Club members rostered to perform the AOOD role should still study this document as the OOD may delegate to them some of the responsibilities listed to perform on the day. 

The audience is thus all members who are rostered to shortly perform the OOD or AOOD role.

Officer of the Day 

Role Objective
The OOD has overall responsibility for running the club safely during an organised sailing day.

Reports to:
The OOD reports to the Committee for the safe operations of the club during the day of their duty and to the Sailing Committee for the organising of races on the day of their duty.  

Responsible for:
The leadership of the duty team which may include one or two assistants and any member co-opted into the team on the day for a particular task. 

The main areas of responsibility are:

· Ensuring in advance that the AOODs will be available for their duty

· Opening the club at the start of the day

· Deploying the various duties across the duty team, taking into account the weather, skills and abilities of the members involved in the duty team

· Deciding if sailing can be done safely
· Ensuring at least one safety boat is operational and competently crewed
· Maintaining a watch over all craft on the water
· The bar is manned and milk is available for tea and coffee

· Organising the races on their day of duty as the race officer and the race committee
· Hearing any protests from the races with the AOODs as the race committee

· Putting away all the club equipment

· Locking up

These responsibilities are described in more detail on the next page and the related procedures later in this document.

Time Commitment
The core hours that members expect the OOD and their team to be present and running the club are 1030 to 1500 on a Sunday and 1800 to 2100 on a Wednesday evening in the Summer. 
Training
Training for the most part is experiential through members performing the AOOD role and gaining experience in the various duties and responsibilities of the duty team. The Sailing Committee allocates the duties on an annual basis and has discretion to promote members to roster for and perform the OOD role. The Club runs OOD training sessions from time to time. 
Officer of the Day detailed responsibilities

The overall responsibility of the OOD for safety on the day leads to a number of supporting responsibilities the duty team have. These include:

· Making contact with the AOODs to confirm experience and attendance

· Having the combination codes for the gates and rear bar store

· Buying milk for teas and coffees

· Arriving at least an hour before the time of the first race

· Opening up the club and club house if not already open

· Setting up and managing the bar and BBQ

· Setting up the safety boat with an outboard and the safety equipment

· Handing out the walkie talkies

· Co-ordinating and allocating the safety boat duty so it is available

· Maintaining a watch over all craft on the water

· Assisting boats and people in difficulty

· Approving all power boat operations

· Managing the flags and sound signals

· Deciding if conditions require mandatory personal flotation devices

· Ensuring the club’s byelaws are followed, including personal flotation devices and appropriate clothing

· Welcoming visitors

· Consenting to the use of the club boats

· Recording any injuries in the injuries book

· Following the major incident plan

· Acting as race officer and leading the duty team as the race committee

· Providing permission for a guest to helm in a race

· Providing permission for non-registered boats to sail  

· Deciding to cancel racing or all sailing on safety grounds

· Deciding when to withdraw safety boat cover

Closing down and locking up the club house and club       

Before the duty
The club uses Dutyman to allocate duties and to manage swaps between members. Dutyman automatically sends out email reminders six weeks and two weeks before the duty is due so members have plenty of time to arrange swaps. Dutyman can be accessed from the members area of the club website.
About a week before the duty the OOD should contact the AOODs listed in Dutyman and confirm their attendance and experience. If there is an issue with not having a duty team the OOD should contact the sailing committee for advice.  The AOOD is responsible for notifying the OOD of any swaps.

The OOD should check the club website for the combination code for the padlocks, have the different combination code for the rear bar store, the alarm code if it is in use and buy milk for the teas and coffees.

Check the weather forecast so you have an expectation of the conditions for the day. 

The Duty team should aim to arrive at the club at least one hour before the first race is due to start.  The race and event start times are listed in Dutyman.

Opening up
Unlock and open the Marble and Granite gate. Please tie it open and replace the locks so that they won't be lost or damaged.
The central barrier is not currently used and should be in the upright position.
Unlock the Main Gate Entrance and open the gate doors. Unlock the footbridge gate to the club compound.

If the alarm is in use, turn it off. The OOD should ask a committee member if the alarm is being used. The alarm code will be posted on the club website. 
At the river end of the new Kitchen is the electricity cupboard. In the middle of the central panel there is a power switch > up is on > down is off. Flip it up to put on the electrics. Check if no unneeded heaters and flood lights are on.

Leave the milk in the fridge in the kitchen. Dispose of any old milk. If there is no water from the kitchen tap, the water pump needs to be activated, go into the ladies' changing rooms by the back door, there's a switch panel a few feet off the ground, press the central button and a light will appear. 

Open up the rear bar store (secured by a combination padlock) to access the key safe and key safety equipment.
Open the heavy bar door/safe using the long bar key. The big Tea box and Bar money box is inside and can be put in the kitchen and bar for members who want to pay in cash. Please put all keys back in the key box after you have used them
The safety boat
With the club and the club house open, the next key activity is organising the safety boat. 
From the rear bar store take the safety boat equipment in its box, the electric outboard and the walkie talkies (The walkie talkies may alternatively be in the workshop for charging). Hand out the walkie talkies to the other members of the duty team and check they are charged and working. 

The Electric outboard battery will be on a charger either in the rear bar store or the workshop.  Set up the Safety boat with the outboard and its battery and check it works. 
Check that the kill cord works. If the electric outboard does not work then one of the petrol driven safety boats will need to be prepared. The appendix provides more information on preparing these.

Ensure that the required safety equipment is aboard the safety boat; Warp or towline to secure sailing boats, two oars, the First Aid kit which should be in a watertight container, 
Kill cord fitted and working, Bailer, knife, boarding ladder.  

The purpose of the safety boat is to act as safety, training and or Committee vessels for RSC activities, or in support of similar activities approved by the OOD. They are not to be used for any other recreational activity for example water skiing or towing inflatable toys. 

The Safety boat should attend all capsizes until the helm indicates they will continue racing or sailing.
The OOD is responsible for co-ordinating and allocating safety boat duty during the sailing / racing day. Only members who have read the guidance notes for the use of the Safety Boat and consider themselves capable of operating a safety boat should operate one. They should also read the RYA Safety Boat Handbook, and be aware of the contents of it. A copy of the guidance notes is pinned up inside the race hut.

The duties of the OOD in respect of the safety boat are: 
· Responsible for ensuring the availability of the safety boat at all times during the sailing / racing day
· Getting the boat ready for immediate use and checking seaworthiness 

· Maintaining with the duty team a watch over all craft on the water. 
· Ensure the role of safety boat driver is allocated to assist boats and persons in difficulty. 
The OOD gives final approval for all power boat operations and must be kept informed at all times of their use and whereabouts. Any damage to a boat, engine or fuel tank should be reported to the OOD.
Buoyancy aids must be worn in the safety boat in line with RSC’s byelaws. There are spare club buoyancy aids available at the rear of the boat shed. 

Other safety and operational matters
Once the Safety boat is ready for use, raise the Club burgee at the race hut. This shows that the club is open, the organised sailing day has started and that safety boat cover for the lake is now in place. If conditions may require the mandatory wearing of personal flotation devices, prepare the “Y” flag so it can raised to indicate this when needed. The OOD decides if the flag should be raised.
The OOD is responsible for ensuring the club’s bye laws are followed on the day, particularly those concerned with safety. These bye laws include: 

· When the “Y” flag is flown, personal flotation devices must be worn

· Between November and March the OOD should ensure the appropriate clothing is worn ie adequate thermal protective clothing and personal buoyancy shall be worn by all sailors    

· Under 12s shall always wear personal buoyancy when afloat or within immediate vicinity of water. They must always be under direct adult supervision whilst on club property
· Under 18s always wear personal buoyancy when afloat or on a pontoon. They can sail alone if they have RYA YSS Stage 3 of RYA Level 2 and there is a responsible adult ashore to keep watch. If they do not have those qualifications, they can go afloat if there is another boat on the water manned by a responsible adult.

· Club boats may not be used without the OODs consent  

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. The winch key is in a key safe in the boat house.

The duty team should welcome any visitors. Some will be guests of members and they should sign the Visitors Book in the bar. Some visitors will be members of the public interested in considering joining the club or taking part in the training courses. There are membership packs available for download on the club website with key contact details for the membership secretary. Prospective members should be encouraged to contact the membership secretary through the website

If time allows, the duty team can help members with launching their boats. The OOD provides consent to the use of club boats (the booking and daily fees are paid through the club’s website) and provides permission for non-registered boats to sail.

The OOD is responsible for the management of the bar and the BBQ if it is being used. 

There is a first aid kit in the kitchen. The OOD should ensure that any injuries are recorded in the Injuries book in the bar. If a major incident occurs, one in which an accident or other incident has happened which has involved the emergency services (Fire, Police or Ambulance) and is serious enough such that the press or other news media might take an interest, then the OOD should follow the major incident plan once any immediate danger has been resolved. A copy of the major incident plan is pinned up inside the race hut.
Organising sailing and the races
For the purposes of organising races the OOD is also the Race Officer and the duty team forms the club’s Race Committee for the day of duty. The club’s notice of race and the sailing instructions for the year are available in the Race Management Handbook in the box in the Race Hut. 
The OOD has to give permission for a guest to helm in a race, and the boat will rank as a non-starter in the race.

The Race Management Handbook is kept in the Race Hut. It includes detailed instructions on running races and examples of courses to set depending on the wind direction.  The OOD training slides with tips on managing racing are also in the race hut and the club website.
Put the container with marker flags into the safety boat and set out to mark the race course. Try to set a course that leaves space for non-racers to cruise.  

Consider the wind direction, strength, and variability. Start by setting the start and finish line; the finish line should be sailed naturally through at the end of the lap. All the buoys can be moved if needed but this will need a crew of at least two in the safety boat.   Windward marks should be left to port. Use only the mark flags you need. 

The normal RSC start line is a transit through the flag pole nearest the clubhouse and the nearest orange flag.

The Outer Distance Mark should be just upwind of the transit line and shows the end of the start box on the water.

Return to shore and put up the course on notice board; the string shows the path around each buoy so take care with this. 

The duty team needs to prepare the flags for the races, the sound signal equipment, the race results sheet and the stop watches. The instructions on starting a handicap race are pinned up in the race hut.

Watch out for competitors sailing the wrong course. Deciding when to shorten the course is a balancing act. It is better to have the main competitive group all completing the same number of laps as changes in wind strength can significantly affect average lap times. Try not to have too long a spread of time between first and last boats; first to finish may have wanted to do another lap.  

Periodically, ask yourself the following questions about the race:
· Is it fair?
· Is it clear?
· Are sailors enjoying themselves?

If the answer to all is yes then you are probably making the right decisions.
If weather conditions are poor (high winds, risk of lightening, mass capsize, gear breakage, slow recovery) the OOD can decide to cancel racing and sailing on safety grounds.

Record the finish time and the number of laps then leave the race results sheet in the race box in the Race Hut for sailors to check - if you are unsure of the boat sailed or helm, check with the sailor so the information is accurate for the race results (see appendix 2 for an example completed race results sheet). After the last race is over email or text message photos of the race results sheets to the sailing committee secretary. Place the sheets in the lever arch file in the Race Hut. 

Closing Down
This is largely the reverse of opening up. The key decision to take is when it is reasonable to withdraw the safety boat cover from the lake. Some members may want to free sail after all races are done. If the OOD decides it is time to put the safety boat away the duty team should take to the water and tell the crews of any remaining boats afloat that safety cover is being withdrawn. This gives the crew time to decide to either come in under safety cover or to continue to sail at their own risk.
Collect in all the course flags from the lake and restore in the race hut.  Put away the safety boat and its safety equipment, the electric outboard to the rear bar store and the battery back on its charger. Take down all flags and the Club burgee and put back in the race hut. 

Ensure the Club boats that have been used are put away properly and in winter secured. Record any breakages or damage online on the Clubs website. Where possible the sailor should repair the breakage if it is within their capabilities.

The Rebellion beer if open in the bar should be put back in the bottom fridge under the freezer. Then the bar money needs to be put back in the Bar store/safe and locked up. Empty the fridges and ensure no food left around (attracts rodents). Wash cups, glasses plates, etc. Please don't just leave things to dry on the drainer. Leave the kitchen and bar clean and tidy.

If you turned the water on, please turn the water off. 

Ensure that everything you unlocked is locked again and that keys are back where you got them from. Put any tools in the green container and lock it.  The picnic table umbrellas go in the training hut. The Rear bar store should be locked with the combination lock. Turn off any heaters and turn off the electricity in the cupboard in the kitchen by flipping the switch down. Ensure all club house windows and doors are shut. 

Turn on the alarm.

Ensure the boatshed doors are shut and the workshop is locked. Lock the footbridge gate to the compound
Lock the Main Gate Entrance.  Untie the Marble and Granite gate. Close and padlock it shut.
The duty is complete. Thank you for volunteering.      
Appendix 1 – Petrol driven boats
The club is currently trialling using an electric outboard motor for the safety boat. Petrol outboard motors may still be needed at large events like open days or if the electric battery is not charged. The following guidance should be additionally followed when petrol is handled or a petrol driven outboard is used. 

Fuel Handling
There is to be no smoking in the vicinity of the fuel cabinets, near fuel cans or whilst on board a power boat.

Clean fuel must be used along with the fuel additive; always use a funnel with a strainer. Never refuel in the boat, always refuel on land. If a spillage occurs thoroughly flush the area with clean water.

Before a power boat is used, drivers must ensure that the fuel tank is at least half full.

On completion of the days running the fuel tank must be topped up to at least half full from the green jerry cans stored in the fuel cabinets and the appropriate amount of fuel additive included if  the fuel has not been premixed.

Drivers should report any damage to a boat, engine or fuel tank (and any fuel shortages or problems) to the OOD or a Flag Officer. 

Using petrol outboards
Release the engine into the water. (side handle on engine). 
Plug in the petrol tank (have you got enough fuel?) 

Make sure the kill cord is in the ignition switch and properly attached to you.

Pump fuel and use choke 

Start the engine – check the tell-tale is running. 

Check that the kill cord operates - YOU MUST NOT USE THE BOAT if it doesn't. 

Ensure that the boat is made fast to a jetty. YOU MUST NOT LEAVE THE ENGINE RUNNING WITHOUT A CREW MEMBER ABOARD WEARING THE KILL CORD 
Appendix 2 – Example completed Race Results form
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Notes on completion:

Start time is important on days when two or three races may be run.

The principle race officer will be the OOD; the Assistants will be the AOODs.

C/SH distinguishes between C for crewed and SH for single helm. Some dinghies have different handicaps depending on the number of crew.

Elapsed finishing time is important to be able to calculate the average lap time as is the lap position. Note that the course in this example was probably shortened just before the boat in 7th finished which is why it only has the one lap recorded. 
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