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Officer Of The Day (OOD) 
 

The Officer of the day is responsible for the day’s administration at the club. 
These responsibilities include: 

1. Opening the club 
2. Signing out club boats and accepting payments 
3. Planning, setting and running the racing 
4. Recording of the results (including uploading them to the website) 
5. Locking up the club 

These duties can be delegated to other people, however the person in charge is 
ultimately responsible, and not the person the duty has been delegated to. 

 
Opening the Club 

 
It is advisable that the OOD arrive early in order to open the clubhouse and 
starters box (keys kept in the draw near the kitchen door) and begin to prepare 
for the days racing. If the OOD does not have keys they are to contact a key holder 
and arrange access. The first door to be opened must be the kitchen door by 
unlocking the top lock first (the top lock controls the alarm, unlocking the 
lower lock first has, in the past, caused false alarms due to the movement of the 
door whilst unlocking) followed by the lower lock. Next unlock the main door 
into the clubhouse using the key with rope fob (key kept in drawer next to 
kitchen door).  
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Signing Out Club Boats and Accepting Payment 
 

The club boats are a invaluable to the club for many reasons such as they provide 
us with platforms to teach sailing; provide new members who do not yet own their 
own boat, access to the water; allow members who have just completed a course 
to practice, among many others. The club charges a small fee for these boats (see 
appendix 2 for price list) this is to cover maintenance and replacement costs of 
the boats. 

 
How to Sign Out Club Boats 

 
A signing out book can be found at the side of the microwave, every time a club 
boat is used it should be signed out in this book (a copy of the signing out form 
can be found at appendix 3). 
 
The following information should be clearly recorded; 

1. The name of the person hiring the boat 
2. The amount paid for hiring the boat 
3. The name of the person accepting the payment 
4. Signature of the person accepting the payment 

The payment should then be put in the boat hire tin. 
 

It is of utmost importance that the boat hire book be filled in correctly as this 
provides the club with the following information: 

1. The amount if income the club boats are generating, allowing the 
committee to budget for their replacement and maintenance. The 
amount of uses a certain class of boat has, giving the committee the 
information to buy the right boats when replacing or adding to the club 
fleet. 

2. Information on the use of boats where they have been purchased using 
grants etc. 

 
Damages to club boats should also be recorded at the bottom of the page for the 
following  reasons: 

1. Provides the Bosun a record of the work that needs to be carried out. 
2. Provides a maintenance log required for the operational procedures of 

the training center of all boats used on RYA courses.  
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Planning, Setting and Running the Day’s Racing 
 

The most common wind directions for the lake are either, blowing down the lake 
from marks 7/8 towards the berths, or blowing from the berths directly down 
towards mark 7/8. There are race cards at Appendix 1 to provide you with 
suggested courses for the most common wind directions. 

 
If there is not a suggested course for the wind direction you are experiencing 
then the following advice may help. 

 
Every good course should contain a beat, reach and a run. This ensures that boats 
that perform better than others on certain points of sail each get a chance to 
preform to their handicap. The racecourse can be broken down as follows to help 
plan a good course. 

 
The Start Line 

 
The start line can either be from the two transit posts in front of the Starters box 
to the post with a diamond on the top, on the far bank (A line start) or between 
two marks and the committee/rescue boat (C line start). If you are using a C line 
start ideally it should be as square to the wind direction as possible and 
traditionally the committee/rescue boat should be positioned at the starboard 
end of the line when looking into wind, however if you have a large number of 
boats you may wish to put a slight tilt on the line, known as line bias. By making 
the end furthest away from the committee boat slightly closer to the windward 
mark, this should draw some the competitors away from the committee boat end 
if enough bias has been applied. This does two things; 

1. Gives the opportunity of a better start to a larger number of boats which 
will in turn lead to a better race for the competitor, and; 

2. Hopefully draws some of the fleet away from the committee boat, which 
normally get rammed as the large number of boats, jockey for a good start 
position! 

You should always ensure that the start line has plenty of navigable water 
surrounding it, and is long enough for the number of boats starting, a useful rule 
to follow when in doubt is; three boat lengths longer than the number boats on 
the start  line.  
 
The Windward Mark 

 
The windward mark should ideally be positioned directly up wind from the 
center of your start line, by doing this you will achieve the first part of a good 
course; a true beat. 
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THE FIRST WINDWARD MARK SHOULD ALWAYS BE TO PORT.  
 
The racing rules of sailing are designed for boat to round windward marks to Port 
to prevent collisions, for instance having a starboard rounding on a windward 
mark means that you will have to be on port tack to round it, this will give the 
opportunity for a starboard boat to cut in close to the mark – with right of way – 
causing the initial boat to tack off to keep clear, both boats will then have to back 
onto port to round the mark. If we introduce a third boat into the scenario then 
and say that the third boat approaches, again close to the mark, after the first two 
have tacked back onto port. The third boat again with right of way causes the first 
two boats to tack back onto port to keep clear, all three then tack back onto port 
only for a fourth boat to approach -­­ a picture of chaos soon emerges. In summary 
it is far easier to make the first windward mark a port rounding! Again it is also 
beneficial to site the mark with plenty of navigable water surrounding it. 

 
Following a Windward Mark 

 
It is normally beneficial to use a ‘spreader’ or ‘wing’ mark after the first 
windward mark. This is simply a mark normally positioned approximately 90 
degrees (broad/beam reach) away from the windward mark, this will draw the 
fleet rounding the windward mark away from the remainder of the fleet 
approaching the windward mark. It is bad practice to have an upwind leg 
directly followed by a downwind leg i.e. a run, as this will increase the risk of 
damage caused by high volume of traffic in a confined space, with boats on 
several different points of sail. 

 
 

The Remainder of the Course 
 

Once you have successfully sited your start line, the windward mark and a 
spreader mark, as we have previously stated you have achieved the first part of a 
good course; the beat, simply position the remaining marks so that you include a 
run and a reach, a broad reach is normally the most fun for the competitors! 

 
By following the advice above regarding your start line, windward mark and 
spreader/wing mark you will have achieved the hardest part of planning and 
setting up your course, this will also ensure that you are providing the most 
important aspect – that the course is as safe as possible, with a minimal risk of 
collision. 
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Running the Race 
 

Once you have decided on your course then display the course using the boards 
next to the windows, the sequence starts with the number of laps you wish the 
fleet to do, insert the white colour board into the right hand slots with the 
appropriate number of laps. The next board dictates which start and finish line 
you will use, insert ‘A’ if you wish to start and finish on the line dictated by the 
transit poles in front of the starter’s box, ‘C’ if you wish to start and finish on a 
committee boat start line as described previously. ‘A/C or C/A’ dictates that a 
firstly an A or C line will be used to start the race and an A or C line to finish. 
Once the first two boards are displayed simply insert your chosen course into the 
remaining slots using the red boards to indicate a port rounding and a green board 
to indicate a starboard rounding. 

 
Once your course is set, prepare your flags, the flags are kept next to the door of 
the starters box. Appendix 4 will help indicate which flag to use and when. To start 
the timer and computer simply turn the socket on the wall ‘on’ this will turn the 
power on to the computer, horn and tannoy system. The computer will 
automatically start with the timing program open. To warn competitors that you 
will shortly be starting the racing sequence ring the brass bell mounted outside 
the windows. Once you are happy everyone has had a sufficient time to prepare 
for the start sequence simply click ‘start’ in the top left corner of the computer 
screen this will give you a 15 second lead in to the first signal and will also give an 
audible countdown from 5 seconds, on the 5 minute sound signal raise the 
required flag. 

 
Generally, unless it is the August Mini Series, the first race is a pursuit, followed 
by two handicap races. The class race results are then taken from the first 
handicap race results. 

 
Individual recall 

 

‘When any part of a boats hull, crew or equipment is on the course side of the 
starting line’ ‘the race committee shall promptly display flag X with one sound’. 
‘The flag shall be displayed until all such boats have sailed completely to the pre-­­ 
start side of the starting line’ – This is a excerpt from the racing rules and explains 
the action required during an individual recall, this rule is used when the O.O.D 
can identify  the boat(s) that is on the course side of the start line. 

 
General recall 

 

‘When at the starting signal the race committee is unable to identify boats that are 
on the course side of the starting line’, or ‘there has been an error in the starting 
procedure, the race committee ‘(O.O.D) ‘may signal a general recall (display first 
substitute with two sounds). The warning signal for a new start the recalled class’ 
(boats) ‘shall be made one minute after the first substitute is removed (one 
sound)’ – Again this is an extract from the racing rules which clearly describes the 
process for the general recall. 
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The Finish 
 

To shorten the course when the leading boat of the fleet rounds the penultimate 
mark, this is the last mark they will round before the finishing line or mark. The 
signal to shorten the course is two sound signals and raises the S flag. It should 
be noted that…… 
 

All rules and guidance on how to start and finish a race along with the starting 
procedure can be found in Part 3 – Conduct of race in the racing rules of 
sailing. 
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Recording and Calculating the Race Results 
 

When arriving in the race office and you switch on the computer the startup 
screen will appear with the race timing program running, to record the 
finishing times follow the steps below: 

 
1. When a boat finishes, press the button on the button panel near the 

window and ring the bell at the same time to signify they have finished. 
 

Once all the boats have finished go to the computer screen 
 

2. Highlight the required time for the boat you are working with in the right 
hand pane, in the left hand pane highlight the type of boat you require 

3. In the center pane input the number of laps the whole fleet sailing and the 
number of laps the competitor sailed, this will then display the corrected 
time in the ‘corrected time’ box. 

4. Make a note of the corrected time and the sailor corresponding to that 
time. 

5. Carry out steps 1 to 4 for each individual competitor, once you have all 
the information relating to the competitors finishing times simply put 
them in order of finishing – lowest time first. 

6. Using the information gathered in step 5 fill in the online system as 
described using the guide in Appendix 3.
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Appendix 1 – Suggested Courses 
 

Key – 
 

Wind Direction 

Finish Line 

Start Line 

Course 1 – Wind blowing from berths 

 
 

C Line Start 
2 – Port, 1 – Port, 3 – Starboard, 4 – Starboard, 5 – Port, 7 – Starboard 
If required to shorten course initiate shorten course signal on mark number 2 A Line Finish – After 
mark number 1 

1 2 

6 

5 3 

4 

8 7 
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Course 2 – Wind blowing from clubhouse 
 
 

 
 

C Line Start 
1 – Port, 6 – Port, 5 – Starboard, 8 – Port, 7 – Port, 4 – Port, 3 – Port 

 
 
If required to shorten course initiate shorten course signal on mark number 3 A Line 
Finish – After mark number 1 

1 2 

6 

5 3 

4 

8 7 
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Course 3 – Wind blowing from the slip way / railway line 
 
 
 

 

 
 
C Line Start 

 
2 – Port, 1 – Port, 3 – Starboard, 7 – Starboard, 5 – Port, 6 – Starboard 
 
A Line Finish 
 
If required to shorten course initiate shorten course signal on mark number 2 

1 2 

6 

5 

3 

4 

8 7 
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Course 4 – Wind blowing onto the berths 
 
 
 
 
 

 
 

A Line Start and Finish 
 
8 – Port, 7 – Port, 5 – Starboard, 3 – Port, 6 – Starboard, 1 – Starboard, 
2 – Starboard 
 
If required to shorten course initiate shorten course signal on mark number 1

1 2 

6 

5 3 

4 

8 7 
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Appendix 2 -­­ Basic Flags and Signals for Starting and 
Finishing a Race 

 

An arrow pointing up or down (↑↓) means that a visual signal (flag) is displayed 
or removed. 
A dot (··) means a sound (hoot). 

 
Starting a Race 

 
Races at Ely are usually started by using the following signals. Strictly speaking, 
times shall be taken from the visual signals. Further information on the rules 
associated with starting a race can be found under rule 26 of the Racing Rules of 
Sailing. 

 
Minutes before 
starting signal 

Visual Signal Sound Signal Meaning 

 
 
 
 

5 

 

 
Up ↑ 

 
 
 
 

One 

 
 
 
 

Warning signal 

 
 
 
 

4 

 

 
Up ↑ 

 
 
 
 

One 

 
 
 
 

Preparatory signal 

 
 
 
 

1 

 

 
Down ↓ 

 
 
 
 

One 

 
 
 
 

One minute 

 
 
 
 

0 

 

 
Down ↓ 

 
 
 
 

One 

 
 
 
 

Starting signal 
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Individual Recall 
 

If at the start signal a boat is over the line (on course side) they must go back and 
re-cross the line before continuing. To signal to them that they were over you, the 
race committee shall promptly display flag X, the Individual Recall flag, with one 
sound. This flag shall be displayed until all such boats have sailed completely to 
the pre-start side of the starting line. Further information on the rules associated 
with an Individual Recall can be found under rule 29.1 of the Racing Rules of 
Sailing. 

 

 

↑ ·· 
Flag X -­­ Individual Recall 

 
General Recall 

 
When at the starting signal, you, the race committee is unable to identify boats 
that are over the line (on the course side) or if there has been an error in the 
starting procedure, you may signal a general recall (display the First Substitute 
with two sounds). The warning signal for a new start for the recalled race shall 
be made one minute after the First Substitute is removed (one sound). Further 
information on the rules associated with a General Recall can be found under 
rule 29.2 of the Racing Rules of Sailing. 

 
 
 
 

↑···· ↓·· 
First Substitute -­­ General Recall. 

The warning signal for the start will be made 
1 minute after removal. 



16 
 

Shortening the Course 
 

Generally, you would have displayed the number of laps of the starters box 
however if the wind drops or the boats take longer to complete a lap than 
anticipated the race could be shortened. A good approximation for the length of a 
race at Ely is between 30 and 45 minute. If the fleet is very split up please also 
consider the time of the slowest boat or the boat in last place. 

 
To shorten the course and ultimately finish the race, display flag S with two 
sounds. This must be signaled before the first boat crosses the finish line. At Ely 
this is usually ate the penultimate mark of the course. Further information on the 
rules associated with shortening the course can be found under rule 32 of the 
Racing Rules of Sailing. 

 

 

↑···· 
Flag S – Shortened Course 
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Appendix 3 – Sailwave Instructions 
 

 

 

Operating Sailwave 
To Operate 

1. Each Series File is located to the right of the desktop screen. Double click the correct series. 

2. The selected series will open. 

3. If competitors are not already listed, double click on an empty row to add details. 

- Under the ‘Entry’ tab, type the details into the correct boxes, e.g. helm, crew, class, and sail number as necessary. 

- Then click ‘OK’. 

4. Repeat as necessary to add more competitors. 

5. After each race, double click on each competitor under the correct race column (e.g. R1, R2, R3…) and a page will 

open. Here you can enter the finishing position, or select ‘Code’ and use the drop down menu to find the correct 

code, e.g. DNF, DNS, RET. Only do this for people sailing on the day (leave those who aren’t blank) as Sailwave 

automatically inputs DNC for those who didn’t race. 

6. Click ‘OK’. 

7. Repeat for each race sailed. 

 
At The End of the Racing Day 

1. Click the ‘Tools’ tab (found on the top toolbar) and then click ‘Rescore Series’ to order finishing positions. 

2. Click ‘Publish’ (found on the top toolbar). 

3. From the drop down menu, click ‘Results…’ 

4. Click ‘Next’ in the box that opens. Then click ‘Publish’.  

5. Click ‘OK’ on the message(s) that appear. 

6. Click ‘File’ (found on the top toolbar) and then ‘Save Series’ in the drop down menu. 

7. Click ‘Save’ in the box that opens. Then close Sailwave. 



18 
 

The Assistant’s Role 
 

The Assistant’s primary role is to support the Rescue Officer to ensure the rescue boat is manned by two 

people at all times when club sailing is taking place. As you will be on the water, if you have your own 

buoyancy aid please bring it and also bring suitable clothing for the conditions (check the weather before 

you leave home). Bring a spare set of clothes in case you have to get wet during a capsize recovery etc. 

 

Up until there are boats on the water, the Assistant should provide help to the Officer of the Day. 

 

Please arrive in good time and help the Officer of the Day prepare for the sailing session. Start by helping 

the Officer of the Day to unlock the club and gate to the berths, also make sure the boat hire book is 
available and check in the book to see if any of the club boats have any recorded issues or are needed for a 

sailing course etc. Please ensure the refreshments and snacks are out, and the money tins are available and 

open. As members arrive, between yourself and the Office of the Day, please ensure that if members wish 

to hire club boats the book is filled in and signed and money taken before the club boat is rigged. This 

prevents any confusion or double booking on busy days. 

 

If it is a club racing day please discuss with the Officer of the Day if social sailing can also take place and if 

so what, if any, restrictions are in place and then please make any club members wishing to social sail 

aware of the decisions you reach. If it is a racing day be prepared to help the Rescue Office move buoys 

around to set up the course to be sailed. 

 
When sailing does start, as stated above, your main role is to man the rescue boat with the Rescue Officer. 

If an incident does occur please assist as requested but also be aware of what else is going on around you 

to limit any impact and to make sure other club members are safe. Remember people ALWAYS come before 

equipment. Things to watch for are more boats capsizing while you are at an incident etc. In cases like that 

make sure people are safe and if needed get help from other club members making sure first they are 

qualified to help as you requested. If any on duty person, including yourself is not comfortable with a 

situation stop the club operation until you are happy things are organised enough for sailing or any other 

club activity to continue. Don’t forget to fill in the incident book for any incident that happens that you feel 

needs to be recorded and bring this to the attention of the Officer of the Day and it would be worth mention 

issues you see to a committee member to limit the chances of any reoccurrence. 

 

Once sailing has finished for the day help the Rescue Office put the powerboats away and make sure they 
are secure and alarmed. Then please help other members put the sailing boats away and ensure that they 

are tied down. Check any issues with club boats are recorded in the hire book also making sure the 

equipment is put away neatly and in a good state within the equipment shed by the club house. 

 

The final task is to help the Officer of the Day to lock up. Ensure all doors and windows are locked and 

taps/showers plus unnecessary electrical equipment are turned off throughout the club house and in the 

Starters Box. 

 

Finally before you leave make sure the alarm is reset. 
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Rescue Boat Driver 
 
 RESPONSIBILITIES FOR THE RESCUE OFFICER 

 The Rescue Officer's primary role is the safety of all members and guests on and around the water during the 
period of your duty.  Your secondary role is the rescue and recovery of all sailing vessels and equipment. 

 You are also required to assist the Officer of the Day (OOD) with setting race courses, laying buoys/marks and race 
line starting assistance. 

 During your duty you will be expected to man the rescue boat so you will require a buoyancy aid, it is advised to 
use your own (for your own comfort). You should also be dressed to match the weather conditions and be 
equipped and prepared to enter the water in case of emergency. 

 The assistant is to act as your second for the safety boat, the rescue boat must be crewed by 2 people at all times, 
whilst under way. 

 

 
 

 Start of Duty 

1 You are to arrive in plenty of time to allow for the setup of the rescue boat before the commencement of the 
sailing/racing session.  For national racing and open events it is recommended to arrive a lot earlier to assist with 
the organisation of the event. 

2 You are to liaise with the OOD as to any special events happening that day or if they require assistance with 
setting a race course, laying buoys or providing start line cover. 

3 You are to ensure there is sufficient fuel for the rescue boat for the session and if the weather is expected to be 
inclement or there is an open event running also ensure there is sufficient for both rescue craft.   

4 Liaise with the OOD and assistant to arrange for fuel to be purchased, money can be used from the cash boxes 
and a receipt left in the tin (annotated that it is a fuel purchase for the rescue craft). 

5 You are to ensure that the petrol locker is kept locked at all times throughout the day and that access to the 
Bosun’s Shed is restricted. 

6 The rescue boat is to be checked that it is serviceable and fully equipped, set up and removed from the shed to 
the jetty. 

7 It is advised to carry out a lap of the pit to ensure that there are no floating hazards or debris. 

 
 During the period of Duty 

1 You are not to consume any alcohol during the period of your duty. 

2 You are to liaise with the Assistant to ensure that a constant watch is maintained on the pit at all times, while 
there are members sailing. 

3 You are to ensure that all members have correctly worn buoyancy aids whilst they are on the water, 
cadets/children must have buoyancy aids worn correctly from the gate to the slipway or stairs to the jetty. 

4 The safety kill cord must be fitted and worn correctly at all times while operating the safety boat. 

5 During Rescue Operations you are to ensure that a member of the safety boat is still keeping a lookout on all 
other water users to ensure there are no further rescue situations.   

6 If another situation does occur, you are to rescue the current crew into the safety boat and proceed to rescue 
the other situation.  All vessels and equipment can be recovered at a later time.  PEOPLE BEFORE EQUIPMENT. 

7 During the period of your duty a situation or incident arises that you are not comfortable with, you are to stop 
club operations until you are happy the situation/incident has been resolved/concluded. 
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8 If the situation requires more assistance than one rescue craft, you are to request the assistance from club 
members present (either on or off the water) that are suitable qualified and experience to crew a second safety 
boat. 

9 Record all incidents in the incident/accident book that you feel the need to report and if necessary bring it to the 
attention of the OOD or a committee member. 

10 If you feel any club member is a danger to themselves or other water users while sailing, you are to liaise with 
the OOD and request that the member return to shore.  This must be recorded in the incident book and bought 
to the attention of a committee member. 

 
 On Completion of the Duty period 

1 You are to ensure that all water users have cleared the pit. 

2 The safety boat is correctly stowed, alarmed and the boat shed secured. 

3 The petrol tank is secured in the Bosun’s shed and the petrol locker locked and key returned to its correct 
location. 

4 The Bosun’s shed is secured and locked and the key returned to its correct location. 

5 All incidents required are entered into the incident book and any damages recorded. 

 
 

REMEMBER! 
 

The rescue driver has the final say 
when on the water. If you deem a 

situation to be unsafe or puts people at 
risk, don’t be afraid to call a halt on 

club operations. It is YOUR judgement 
and how you feel about the situation 

that is important – not what others say. 


