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BUSA EVENTS

HOSTING GUIDELINES - PART 2
 ARCHERY INDOOR
The following are Archery Indoor specific details relating to the running of the Championships.

If you have any questions or queries you should contact the BUSA Programme Manager responsible for Archery.

PLANNING THE EVENT
University Support
Firstly, and the most important issue is that you MUST ensure that you have the support of your Athletic Union and if the venue is not run by the institution itself then the management of the venue.

BUSA has had problems in the past where sports centres have offered no flexibility for events when events have not gone to plan. One example was when a sports centre closed on an event when the event over-ran leaving BUSA  with an incomplete event.

When you take on a BUSA Championship it is totally your responsibility to ensure that the event happens to a conclusion.

Venue - Hall  

1.
Book hall provisionally before bid goes in.

2.
Confirm booking once bid accepted.

3.
The maximum number of competitors (though not entries – this is always higher) in the past 10 years was 383.  This means you would need space for 48 bosses (shooting over two sessions) or 32 bosses (three sessions).

4.
Shooting distance is 20 yards.  Also need enough space behind the shooting line for people and equipment, and behind the bosses for safety netting to be effective.

5.
Time - if you have two sessions, then you will need to start one at about 10am and one at about 2pm.  Set up the range the night before. Three sessions means that things can get a little pushed - a gap of three hours between session starts is preferable – first session 08:30, second session at 12:00 (although it may start slightly earlier if there haven’t been any teething problems) and the third session at 15:00.
6. 
Lighting - ensure that the sun will not be in anyone’s eyes, and that the lighting level is adequate throughout the course of the day.

The ideal would be a gallery above the shooting range, so that it can be overlooked by any spectators.

Round
The round shot is a Portsmouth with compound archers shooting at the 3 spot 6 zone Portsmouth target faces.  

Capacity

You need to consider your MAX capacity in terms of the number of competitors that you can cope with comfortably.

Whilst we want as many people to participate as possible we want the standard of the venue not to suffer as a result. In the past hosts have admirably tried to find extra halls to cope with the additional competitors but often the extra hall is not up to the same standard as the original venue(s) and rather than do this we would rather that the entries were restricted and a reserve list is created.

Method:

To restrict entries you should use the following formula:

Capacity ( Number of Institutions Entered = Allocated Number of Entrants per Institution

Example:

Capacity = 250

Number of Institutions = 25

Allocated Number of Entries per Institution = 10
The entries from each institution are then cut over and above this number and a reserve list is created on a first come first served basis. On request BUSA will provide the list of when the forms were received so that this can be achieved.

Any reserves can then be inserted in order as spaces become available on the day.

Helpers & Volunteers
You don’t need that many people to run a successful Indoor Championship.  Someone at the desk all day, people to replace target faces between sessions and put everything up and take everything away.  An extra few folk for checking the scores while the equipment is being taken down.  If you’re short on helpers, ask neighbouring university archery clubs for a hand, or get the archers to take down the bosses themselves.

Judges
Ideally, you need a minimum of three GNAS judges per hall (one judge per 10 targets).  Contact them as soon as you can, then send confirmation letters, along with directions and information about things like the starting time and the relaxed dress code, in case they haven’t come across a university shoot before.  Sometimes judges like a small room for their use - not essential, but see if one is available.

Lady/Lord Paramount
Theoretically, they are there to resolve any dispute between the judges.  Practically, they do the medal handing and the hand shaking at the end.  Start with someone important/famous and work down.  Write in plenty of time.  As with judges, send a confirmation letter with directions (if needed) and details of the times.  If they know nothing of archery, you could maybe give them a brief rundown of what actually happens at a shoot.

Catering
Lunch should be provided for the officials.  A buffet provided while the scores are being checked is an optional extra - it depends how much it would cost. Your union or local pub may give you a free or bargain buffet if you explain how much business will be coming their way!

If you can arrange it, it is useful for there to be a catering facility for the archers too during the day.

First Aid
Have a fully stocked first aid kit and a qualified first aider around.  Usually, the things most often needed are plasters and paracetamol!
EQUIPMENT

Bosses
1.
As above, need pref. 48 bosses over two sessions.

2.
Need to hire if you don’t have enough, or can’t borrow from neighbouring university clubs.  Do ASAP!

3.
Mark which bosses come from where, if they are not already marked.

4.
If some bosses are especially hard or soft, make a note of which they are - compounds will need harder bosses as their arrows tend to go through the soft ones.

5.
If archers do begin to shoot through bosses and rotating them does not help, one possible solution is to put two bosses on the same stand.  If you have any bosses too soft for use, keep them handy for this. The entry form states that archers should bring their own packing material if they are worried about pass-throughs, but you should have some on site as well (old carpet is good).

Unless you have oodles of bosses and stands, you will need to get them from somewhere else.  BUSA will pay for the cost of transporting equipment.  Remember that you have to return it all as well as pick it up.

Stands
As 1 - 3 above.

Boss Numbers
Each boss should be numbered.  An A4 sheet with the number on, inside a plastic folder should do.  Use drawing pins to stick them to a bottom leg.

Backstop Netting
The perfect situation would be permanent netting that can be pulled out to cover the entire area behind the bosses.  As very few universities have this, the usual thing to do is to borrow backstop netting and hang it up, using things like weighted badminton posts if necessary.  The less posts there are, the better, as they will be just as damaging to arrows as the wall.  Every effort should be made to cover the entire area behind the bosses - even the best archers can miss if the arrow drops off the rest.

Faces
1.
Faces used are 60cm 10 zone scoring for recurve archers and 60cm 6 zone Triple Vertical target faces (three spot portsmouth faces) for compound archers. 
2.
Archery companies will usually give you a discount for bulk buying - see if they’ll take off more for a sponsorship mention.

3.
You will need 2 of the 60cm 10 zone faces per boss per session for recurve archers and one triple vertical target face per compound archer, plus 25-40% extra for replacements during the shoot.

Target Pins
You will need at least 8 per boss (16 if 4 compound archers shooting on the same boss).  Get plenty.

Scoresheets
Scoresheets are now standardised, and sent out by BUSA.  You will have to photocopy 4 per boss per session (remember it is double scoring), with a few spares. Alternatively, you can type in the competitors names before printing out - an example will also be sent. PLEASE DO NOT ALTER WITHOUT PERMISSION OR MAKE UP YOUR OWN SCORESHEET! If you have any queries then please contact the BUSA Archery Administrator.

Clipboards
Something to rest scoresheets on while scoring is very useful.  If you do not have clips with the boards, use tape or elastic bands to fix the scoresheets to the board.  You will need 2 per boss.

Bin bags
Have plenty of bin bags for people to collect rubbish in after the shoot.

Measuring Tape
You will need a measuring tape to ensure the correct distances.  Mark out the range the night before, but have the tape there on the day in case there are any disputes, or the judges/BUSA  want to check.

Table and Chairs for Judges

Get a table and a couple of chairs set up on the waiting line for the judges.  Make sure there is an extra one for the Lady/Lord Paramount if you think they’ll be hanging around there.

Seating for Archers
There is no need to get lines of chairs for all the archers to sit on between ends.  Benches along the wall behind the line would be nice.  There has to be somewhere for the morning archers to go (assuming they don’t disappear off home).

RUNNING THE EVENT

Shooting Line
If there isn’t a handy painted line in the hall already, you will have to mark out the shooting line with tape (masking tape is usually good for this).  You will also, whatever the case, have to mark out where each archer should stand - a bit of tape lined up with the centre of each boss - so the two archers stand on either side of it.

Waiting Line
Again, if there is no handy painted line, mark one out in tape.  This should be 5 yards behind the shooting line.

Boss Numbers
Each boss should be numbered.  An A4 sheet with the number on, inside a plastic folder should do.  Use drawing pins to stick them to a bottom leg.

Line Numbers
Use a label or similar to indicate which centre marking (see shooting line) belongs to which boss. Make sure it can be removed from the floor easily.

Signs and Posters
You will  need to put up signs everywhere! Direction signs and old target faces are useful too.  Put target faces at the main entrance and car park - they are virtually impossible for an archer to overlook.  Signpost the registration desk, hall (if not by desk), toilets and anything else you think essential (eg if there is a room where the medals will be presented).  Make sure that someone is bringing sellotape - put everything up the night before if possible.  An old boss is useful for putting up notices with target pins.  Drawing pins are also handy to stick the sponsorship posters to any pinboards that are around.

Warning Signs
“Danger - Archery in Progress” type signs should be put at the entrance to the hall.  Any doors that open in front of the shooting line should be locked, and the person holding the key should be aware that they must stay that way until the end of the day.

Registration Desk
You’ll need a registration desk with a couple of chairs, set up in an obvious place outside of the hall.  Signpost it very clearly.

· Have a copy of the shooting list - large print - on the desk, as well as a large print list of competitors in order of university.  

· As archers arrive, mark off the ones present (eg with green highlighter) from the uni list.  Ones who are definitely not attending mark off in another colour.  Have someone transferring this information to the target list, so that you can see where holes appear - it may be necessary to reshuffle.

· During the shoot, have someone transfer the names of the competitors onto results forms (sent by BUSA) to save time later (if not using a computer) - remember to note whether the person is a novice or non-recurve archer.
· You will need to have someone at the desk throughout the day, as it will be the main point for queries.

Target Lists

1.
You will need to compile these from the entries sent to you by BUSA.  

2.
When you are doing the list, remember



a)  split up novices - no more than 2 per boss



b)  split up universities - no more than 2 per boss



c)  attempt to get a good geographical mix

d)  compounds should be grouped together on hard bosses - only 1 per face



e)  men and women should be mixed in together

3.
You may have to rearrange the list as people fail to show.  Keep points (a) , (b) and (d) in mind.  You may have a reserve list if the shoot was over-subscribed – have names in order of priority so that you can slot them into spaces as you go.
4.
Photocopy the target list and have them stuck to the wall in various obvious places - it’s good if one is in plain sight, but out of the way of the registration desk, so that you don’t get a crowd hanging around and blocking new arrivals. An old boss set up with target list and anything else (e.g. raffle prizes) can be useful.

5.
As the target list is updated, have someone going around and altering the posted copies.  Possibly even make an announcement about the changes if you think people aren’t getting the message.

6.
Provide updated target lists for the judges as soon as possible.

Competitors Shooting Multiple Categories - Please note that competitors are permitted to enter two categories and for those competitors we insist that archer shoot recurve FIRST, as they may be on their universities' recurve team.

Archers Not on Your List
Only archers listed on the target list or official reserve list can shoot. Any changes must have been approved via the BUSA office and you will be notified of these directly.

Entries/Substitutions/Changes on the Day

This may be an issue that the organisers may face. Fundamentally, you should not allow any substitutions (outside of those on the official reserve list) or late entries on the day.

Here are some reasons why late entries/substitutions are not accepted on the day:

· They have not paid an entry fee to compete.

· There is no guarantee that they are actually a student.

· Even if they are a student they may not be a fully paid up member of the Students Union meaning that they are not insured to participate.

· Fair Play - BUSA is not prepared to allow competitors to enter late when others have organised themselves appropriately to enter on time, especially as they may go on to win BUSA medals and points for the institution.

Guest Competitors

Guests are not permitted to shoot at BUSA Championships unless by prior arrangement with the BUSA Office. If there is a situation where guests shoot then don’t forget that they are not eligible for medals and should not be included on the results sheet (all guests must be members of GNAS or another FITA affiliated body).

Lady Paramount’s Prize
An optional extra is to run a ‘closest to’ competition.  The L - Paramount chooses a score at the start of the day (announced at the welcome) and the archer with the score closest to that wins something - chocolates, etc.   The score should be a lower one, to provide interest for those not in with a medal chance.

Scoring
To reduce and, hopefully, eliminate disqualifications through the wrong score being entered, double scoring will be used. As mentioned earlier the BUSA Scoresheets MUST be used. The double scoring method to be used (also mandatory) requires two people to score each boss, for all four archers. Scoresheets should be kept intact and with the scorers throughout the shoot  so that they can continually check addition with each other. Archers should sign for their score at the end, and the scorers sign all four scores on the two scoresheets that they are responsible for, including their own. If you are unclear on the method to be used contact the BUSA Archery Administrator well in advance of the championship. 

Compound Scoring
Compounds will shoot at 60cm 6 zone Triple Vertical target faces (three spot Portsmouth faces) scoring inner tens. They cannot count towards team scores.

Leaderboard
You can run a leaderboard throughout the day if you have enough helpers.  Collect the scores after each dozen and give them to one person to write up the top three or four archers in each category.  Adds a bit of spice to the shoot, though it is not required.  Leaderboard results sheets are available from BUSA, if wanted.

Collating the Results - General
If you are not using a computer to do the results, then you need a people-system.  Whatever you are using, all the scoresheets have to be checked by hand.  This will be made quicker because of double scoring - see the BUSA rep about how to check scoresheets.  After the scoresheet is checked, you either need people entering the info into the computer, or onto the results sheets.  It really depends on how many people you have.  With a lot of people, you could have one team checking the scoresheets, then handing them on to the next team, who will enter the information onto the results forms and make a note of high scores that may be in the medals.  Judging on previous years results, recurve scores of above 570 for men and 560 for women have a good medal chance.  If you have the manpower, a third team can be writing these scores down.  If you find an efficient system - pass it on to the BUSA rep (assuming he’s not there with you), so that next year’s host can learn from you.  Whatever you do, have someone else checking the final positions - the archers would rather wait an extra five minutes than have a mistake made, although it is rather traditional now!

Collating the Results – Specific

In all cases, the number of medals awarded shall be dependant upon the number of competitors in each category.


10 or more - gold, silver and bronze


6-9 - gold and silver


3-5 - gold only.

Please note that any trophies MUST be collected back from the winners BEFORE they depart.

After the target list is finalised (with any substitutions from the reserve list made), make a note of the number of medals to be awarded in each category:

1. Recurve gents; recurve ladies
2. Compound gents; compound ladies 
3. Novice recurve gents; novice recurve ladies (‘Trophy’ category)

4. Novice compound gents; novice compound ladies (‘Trophy’ category)

5. Longbow gents; longbow ladies

6. Barebow gents; barebow ladies

7. Recurve team – mixed (top four scores from each university)

8. Recurve novice team – mixed (top three scores from each university)  (‘Trophy’ category)

Make a note of the top relevant scores in each category, plus one for a mention if you think it appropriate (e.g “fourth place by only one point was...”)

Remember to check all top scores against the current BUSA records and have any new records announced with the results.

Disqualifications
Double scoring makes cheating (hopefully) impossible.  Scorers should be checking with each other every half dozen to ensure they have the same total, so it is unlikely that two different scores will be submitted.  However, as some people are born numpties, you will have to check with the BUSA Representative if two different scores are submitted, usually the lower score should be taken.  You will still have to disqualify archers who have an incorrect score higher than they should and if they have a lower score than they should, then that’s what they get. BUSA does not allow FITA rules in this circumstance - archers sign that their final score is correct, not just the arrow values are correct.

Records
BUSA records are sent out after each championship, if you do not have an up to date copy contact the BUSA Office for a duplicate set. Although not obligatory, it would be nice for you to check the winning scores before they are announced, to see if there is a new record. Record scores should always be marked in the results - see example results sheet.

Dress Code
As this is not a GNAS shoot, there are no mandatory colours.  Competitors should wear (white-soled) trainers to avoid marking your hall - bare feet or sandals will not be accepted by the judges. 
Thank-Yous
You’ll need to get a bottle of something each for the judges and some flowers or a bottle for the Lady/Lord Paramount.  BUSA will reimburse you for these.

Speech
You need to do a short speech at the beginning of each session.

1. Introduce yourself and welcome everyone to the championships

2. Introduce the judges, the BUSA rep and the LP

3. Give directions to facilities (e.g. toilets, cafe)

4. Announce what the ‘closest to’ score is

5. Any other information you feel may be useful

6. Hand over to the BUSA rep - if the BUSA rep is not there, then explain that double scoring will be used.  Emphasise that two archers on each boss should score for all four archers and that they should check their addition with each other every dozen.

7. You/ the BUSA rep then hands over to the judges, who will explain the rules of shooting

Fund Raising Opportunities

A raffle can add quite a bit of money to your club funds if it is well organised.  If you decide to run one, start preparations early.  Local shops often respond well.  Try everyone you can think of and write as soon as you hear your bid was successful.  Promise advertising for them - you can make up a list of prizes and sponsors and post it around the venue.

1. Buy a book of tickets, or a couple of books of different colours.

2. Have someone selling them on the day - go round and sell them during the wait for results or any breaks.  
3. It could be useful to have a bit of petty cash for change.

4. Get a box/bag/hat for pulling the tickets out of.

5. Do the raffle after you think everyone who is going to buy one, has.  It fills in time during the wait for results.  

Competing Yourself
It is possible to shoot on the day, as long as you have someone available during each session to deal with queries/problems.  Don’t expect records!  You may find that shooting on the day helps to relax you, and after all, it’ll be the only chance (probably) you have of shooting the championships as a home match.

Emergency Contact

Remember you can contact the BUSA Archery Programme Manager at any time during the event on 07802 924347. 
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