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Overview: This document outlines the procedure for running Club Races at DQSC. Whilst there have been a 
number of different processes in place in the past we ask you not to deviate from the processes in this 
document to ensure consistency for racers week to week. This is particularly important as we increase the 
number of less experienced and junior racers taking part.   

When you have finished your duty, please ensure all equipment is put back in the correct locations and you 
have completed the RO Checklist. 

  

Sign-on / Sign-off is now DIGITAL ONLY. The link to sign on can be found via the online calendar as 
well as by scanning the Sign-on / Off QR codes located in the Dinghy Park, Backs of the Changing 
Room Doors, Course Board and Race Box. Please don’t deviate from this by providing paper for 
signing on by hand.  

To view entries, go to https://form.jotform.com/201104430150028 (link on homescreen of PC) and 
hit ‘View Entries’. 

To allow time to undertake the actions expected of RO, please arrive at least ONE AND A HALF 
HOURS before the published start time.  

 

Please ensure you have familiarised yourself with;  

 These guidelines 
 Notice of Race / Sailing Instructions 
 Event Specific Notes  
 Racing Flag Guidance Notes (see appendix) 

 

Weather  

Review the forecast, in particular windspeed and direction. 

Other Events 

 It is worth checking the Chichester Yacht Club calendar so you are aware of any Open Meetings or 
Events which may cause a clash of marks / racing areas.  

 If you are considering using Bowling, Longmore or Marina marks, you should check with CYC as they are 
shared marks. (CYC tel. 01243 512918) 

 On occasion there are Fishing competitions on the end of the Quay. In the event of this you may wish to 
have a Patrol boat lay an inner distance mark on the start line.  

In Advance of The Event 

Dell Quay Sailing Club - RACE OFFICER GUIDELINES 2022 
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Cancellation 

If the conditions are clearly too windy for racing (constant 30 knots / F6) you may wish to consider 
cancelling racing without consultation. This may be done as far out as 3 hours from the published start 
time. The procedure for cancelling racing is as follows……. 

Races can be cancelled or postponed at the discretion of the Racing officer alone. If conditions are windy 
but may be within the experience of experienced racers, you should discuss conditions and courses with 
competitors prior to setting a course. You should also consult the Duty Officer to determine whether 
additional Patrol Boat cover may be required.  

Wind data can be found at ………whilst the Dell Quay weather station is inactive, the RO should take into 
account readings from Cambermet and the Windfinder station in Apuldram when considering average 
windspeed. 

Emergencies 

When advised of a serious incident the Race Officer is to call the emergency services by telephone. Contact 
numbers can be found at the bottom of this document. 

 

1.5 hours before published start time……. 

You will need to know the code for the sail loft. This should be familiar to members but if not please 
contact pro@dellquaysc.co.uk in advance of the event to confirm.  

Upon entry to the loft, go to the lower of the 2 ‘keysafe’ boxes above the PC screen and enter the code 
2071 to open. Here you will find the key for the race box cupboards. 

 

- Turn on the MASTER switch behind the printer. 
- Open the desk flap covering the flag dashboard by releasing bolt lock underneath.  
- Do the same for the right-hand flap to allow access to the window. 
- Open cupboard 1 and check that both sockets and transformer are switched on. 
- Test the horn at least twice using both the handheld on trailing cable and push button on the 

dashboard. 

VHF Radios 

Unlock cupboard 5 to give access to the Handheld VHFs for the DO and Patrol Boat Crews. 

Note - On Race Days the Patrol Boat and Duty Officer will use portable handhelds (located in cupboard 5). 
Whilst a portable handheld is also suitable to use by the RO for short course racing, the range of these is 
limited for Longmore / down-harbour racing the fixed VHF in the Race Box should be used by the RO.      

On Arrival 

Set Up Part 1 



 

Rev 1   3 
 

 

The radio call sign for the race-box is Dell Quay Base. The call signs for the patrol boats can be found 
alongside images of the vessels on the wall above the printer.   

 

Fixed VHF Usage Instructions  

1. Check the volume control is almost on full.  

2. When switched on the radio may default to channel 16. We must NOT use this channel.  

3. Press the M1/2 button until M2 shows on the display.  

4. If you switch the mains off during your duty the radio may again default to ch.16.  

5. The microphone is in cupboard 1.  

6. Connect the microphone to the socket above the control board. Carefully connect the 
microphone and tighten the outer connector ring. 

7. Your radio call sign is DELL QUAY BASE 

8. The radio should be locked on channel M2, if required to unlock press and hold H/L.  

 

 

Race Timing 

Open Cupboard 2 and remove stationary pot & race clock. The clock hangs on the hook on the window 
labelled ‘clock hook’ 

The race clock is synchronised with the race clock located in the main clubhouse above the white course 
board. This clock is synchronised with GPS time which can also be seen using the desktop link on the PC to 
‘GPS time’. There is a spare race clock in Cupboard 2 which is also synchronised with the others.  

PC 

Open cupboard 3 and turn on PC (small black box with switch on top). Remove keyboard and mouse and 
turn both of them on. Turn the PC monitor on by swiping a finger across the touch sensitive button under 
the lower right corner. 

Once the PC has booted up you will see a number of useful links on the screen. The key ones for club racing 
are in the red box top left. When double clicked, these icons will open the following key windows which are 
required for club racing; 

 Jotform List of Race Entries 
 GPS Time 
 Dell Quay Weather Station 
 HAL 
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Shore Based Start Line 

The DQSC Start Line is the extension of a line between the striped, orange post on the Race Box 
and the striped, orange post (moveable transit) on the edge of the quay. Please don’t deviate from 
this. An inner distance mark may be laid to create separation from the quay in the case of fishing 
events or extreme start line angles. NOTE - the racing mark ‘Quay’ does not form part of the start 
line. 

The moveable transit will need to be positioned by the RO team. The portable transit is located in the 
workshop under the sail loft (same access code) and comprises a striped orange and white pole with 
windsock and a separate metal base. The base is formed such that it mounts on the quay wall with the 
hand-screw being used to lock it in place. Please ensure the screw is tight to prevent the windsock blowing 
the pole over.  

Once the start line is in place, you will be able to use the windsock to determine the start line angle and 
location of the windward mark. The start line may be moved at any point up until the preparatory signal (5 
minute). 

Shore Based Finish Line 

The DQSC Finish Line is the extension of a line between the striped, orange fixed post on the Race 
Box and racing mark Quay. An outer distance mark may be laid but will not necessarily lie on the 
line. Please don’t deviate from this – the mark ‘Quay’ denotes the finish line, not the moveable 
transit.  

Committee Boat Start Line 

The committee boat start line will be between a staff / pole displaying an orange flag on the committee 
boat at the starboard end and the course side of the port-end starting mark which will be a small orange 
pillar buoy. There may be an Inner Distance Mark in the proximity of the committee boat. The inner 
distance mark may not be on the line and competitors may not pass between this mark and the committee 
boat. 

Committee Boat Finish Line 

The committee boat finish line will be between a staff/pole displaying a blue flag on the committee boat. 
The other end of the line which will be a small orange pillar buoy or alternatively may be a racing mark of 
the course.  

If a committee boat start or finish are being utilised this will be made clear in the Event Specific Notes or 
Event Specific Sailing Instructions in the case of joint events with CYC.  

 

Set Up Part 2 
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Paperwork 

Form A - RO Risk Assessment Doc (Mandatory): This document can be found in tray A on the wall. Please 
complete this in advance of racers taking to the water and file the completed document in the folder 
located on the windowsill labelled 2022 Results Archive.  

Form B – Race Time Recording Sheet (Mandatory): This can be found in Tray B. Once sheet should be used 
for each class and for each start. Sheet to be completed per the examples displayed on it. Once results have 
been entered into HAL please place completed document in the folder located on the windowsill labelled 
2022 Results Archive. 

Form C – Race Start Time Form (Recommended): This can be found in tray C and provides a is helpful in 
ensuring sound/visual signals are used at the correct time. 

Signing On / Entries 

All boats should have signed on at least 30 minutes before the first published start time. Electronic entries 
are timestamped and boats signing on late may be disqualified at the discretion of the RO. 

To view race day entries go to https://form.jotform.com/201104430150028 (link on homescreen of PC) and 
hit ‘View Entries’. You will see those who have entered on the day and in some cases the day before.  

 

Key goals in course setting are; 

 1st mark should be directly upwind of the start to allow an upwind start per the examples in the 
appendix. This may require having a patrol boat place an inflatable mark. Whilst they may sometimes be 
reluctant to do so, they are trained to do this and it is a reasonable expectation of the RO. If an 
inflatable is being laid please liaise with the Patrol Boat Crew to ensure they are on the water with 
sufficient time to lay the mark before the preparatory signal (5 minute). 

 1st mark should be rounded to port wherever possible. 

 Course length (laps) should equate to race length in line with Event Specific Instructions taking into 
account wind shadows and tide. 

 If the average lap system is to be used (Handicap Only) at least 3 laps are recommended. Ensure your 
laps pass through the club line on each lap. 

 Ensure that courses do not clash (e.g. have opposing rounding marks, marks are not looped and if 
setting a course down the harbour the correct handing of marks is observed).  

 The final decision is yours but remember that the Race Officer is there to ensure that competitors enjoy 
their racing and their input should be considered. 

Race Administration 

Course Setting 
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Displaying the Course 

1. Ensure that the sliding sign on the course board is set to ‘Provisional’ 

2. Draft your course in the Race Box. 

3. Mark your proposed course on the board 

4. Discuss your proposed course racers  

5. Once agreed move the slider to Confirmed 

Race Signals 

With the exception of the flags used in the start sequence, race signals are on white flagpoles in the rack in 
the Race Box. To use these, insert the flag into the holder on the outside of the windowsill (being sure to 
secure with the thumbscrew) and sound the appropriate signal. A detailed guide to race signals can be 
found on the wall in the race box and a quick guide can be found on the inside of the XXXXXX 

Starting  

 For class starts, starting order should be per the Event Specific RO Instructions. 

 It is recommended Form C – Race Start Time Form is used.  

 The flags for Postponement, ‘Come within hailing distance’ and Change of Course can be used as 
required. Please use associate sound signals as detailed in the appendix.  

 If a course change is required you can use the tripod mounted whiteboard to display the new course. If 
you do this please make sure you use the ‘Big Nib’ markers which can be found in the stationary box. 

 If you are not adequately prepared for the start or if you get the signals mixed-up, don’t hesitate to use 
the Postponement signal to buy yourself some time and restart the sequence. 

 When the event features multiple starts, ensure all classes have finished before commencing the next 
sequence wherever possible. 

 In the event of a General Recall during fleet racing, the next class start will commence and the class 
subject to a general recall will start after all other class sequences have completed.   

 

After the Start 

Make note of any boats who are over the line (OCS) and do not return to the start line after the Individual 
Recall flag and sound signal are made. These should be noted on Form B – Race Time Recording Sheet. 

 

 

The Race! 
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Class Racing - At the end of the first lap, on Form B, record on the position of all boats in chronological 
order on as detailed in the example. On subsequent laps, the position of each boats can be marked under 
lap 2, lap 3 etc. 

Handicap Racing - At the end of the first lap, on Form B, record the actual time that each boat passes 
through the line, with boats in chronological order as detailed in the example. On subsequent laps, the 
actual time each boats passes through the line at the end of the lap can be marked under lap 2, lap 3 etc. 

Note any retirements - Be sure to distinguish between “Did not start” (DNS), “Did not finish, i.e. did not 
cross the finishing line” (DNF) and “Retired after finishing:” (RAF).  

Make ALL notes on the race sheet, use a second sheet if you run out of space on the first.  

Average Laps 

When the handicap fleet includes vessels of vastly differing speeds, the average lap system may be used. To 
do this, slower boats may be finished 1 or more laps before faster boats. In order to do this, provide the 
boats in question with a sound signal when the pass through the line. Note – the system will only work 
when all boats are finished at the end of a lap – be sure not to finish boats part way through a lap. If it’s 
obvious that the finished boat is unaware, you may wish to ask a patrol boat to notify them of their finish. 

Shortening Course 

To shorten course, use the appropriate flag depending upon whether boats will finish travelling an a 
northerly or southerly direction. Boats may be finished before the end of a complete lap as long as the 
average lap system is not being used.  

Finish  

The DQSC Finish Line is the extension of a line between the striped, orange fixed post on the Race 

Box and racing mark Quay. An outer distance mark may be laid but will not necessarily lie on the 

line. Please do not deviate from this – the mark ‘Quay’ denotes the finish line, not the moveable 

transit.  

Give each finisher an audible sound signal (excluding those OCS at the start).  

 

Class Racing - Record finish positions on Form C. Record the time of the last finisher (important for 
protests, if any). 
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Handicap Racing - Record finishing times on Form C.  

 

If there is a request for a Protest or Arbitration Hearing, please ensure that the time the request is lodged is 
recorded. (All protests or redress, must be lodged within 30 mins of the last boat finishing in the last race). 

 

1. Check all competitors have signed off and accounted for. 

2. Follow the instructions to enter the results in HAL which will calculate the finishing positions and update 
the race series positions. 

3. Follow the Post-Event RO Checklist (see appendix) to ensure the Race Box is left shipshape for the next 
event.  

4. Return to the club for a well-deserved refreshment! 

 

 

Contact details: 

DQSC PRO (Will Parrett)  07989 155193 

Dell Quay Sailing Club      01243 785080 

Chichester Yacht Club      01243 512918 

Harbour Master Landline 01243 512301 (Office Hours) 

Harbour Master Mobile  07918074166 / VHF Channel 14 

Emergency services   999.   On land Police, Fire, Ambulance.  

On the water Coastguard VHF Channel 16 

 

 

 

After Racing  

Many thanks for doing the RO duty today! Racing at Dell Quay today would not have happened 
without you! 
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Check all competitors have signed off and are accounted for 

   
Shut down the PC by clicking the bottom left menu and selecting ‘shut down’ 

   

Ensure you turn both the mouse and keyboard off to save battery. Return them to 
cupboard X 

   

Tidy up the race desk area ensuring all pens, whiteboard markers other stationary are put 
back in the stationary box in cupboard 2. 

   
Return the Race Clock to cupboard 2. 

   
Ensure start signals are reset any flags are brought in and returned to the rack. 

   
Remove course from the whiteboard in the club and on the tripod if used. 

   
Reset the course status to Provisional 

   
Turn off the MASTER switch behind the printer 

   

Return the Start Line Post and base to the sail loft, being careful not to damage the 
windsock 

   
Lock up all the cupboards and replace the cupboard key to the ‘keysafe’ box. 

   

Report any issues, shortages or missing kit to Principal Race Officer on 
pro@dellquaysc.co.uk. 

 

 

 

Please see the following pages for Windward Mark Examples.  

 

 

 

 

 

Post-Race RO Checklist 

Appendix – RO Flag Guide / Windward Mark Examples 
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Shortening Course - When boats will finish in Northerly 
Direction (towards Fishbourne) 

When – As first boat in class is rounding the last mark before the finish line or as soon as is 
practicably possible after last mark is rounded. 

How – Display ‘Flag S’ outside window & lower class flag* 

*If all classes are shortened only ‘Flag S’ is required. If no class flag is displayed all classes are shortened. 

 

Raising of flag to be accompanied by 2 blasts of the horn. 

 

 

 

‘Flag S’                   2 blasts 

 

Until - Flag remains in place until all competitors have finished.  

 

Considerations 

 Do you need to shorten all classes? 

 Will competitors hear/see signal if last mark is in lake area? 

 If using average lap for Handicap – am I shortening on a complete lap? 

 Have I informed the patrol boat crew so that they can notify any competitors who 

don’t realise they have finished? 
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Shortening Course - When boats will finish in Southerly 
Direction (towards Marina) 

When – As first boat in class is rounding the last mark before the finish line or as soon as is 
practicably possible after last mark is rounded. 

How – Display ‘Flag S over Pennant 1’ outside window & lower class flag to position 2* 

*If all classes are shortened only ‘Flag S over 1’ is required. If no class flag is displayed all classes are 
shortened. 

 

Raising of flag to be accompanied by 2 blasts of the horn. 

 

  

   

 

 

‘Flag S over Pennant 
1’ 

 

Until - Flag remains in place until all competitors have finished.  

 

Considerations 

 Do you need to shorten all classes? 

 Will competitors hear/see signal if last mark is in lake area? 

 If using average lap for Handicap – am I shortening on a complete lap? 

 Have I informed the patrol boat crew so that they can notify any competitors who 

don’t realise they have finished? 
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Change of Course 

When – Before 5-minute warning of class effected allowing sufficient time for boats to get 
to the quay and read/record new course. 

How – Display ‘Flag C over L’ outside window & lower class flag to position 2* 

*If all classes are subject to course change only ‘Flag C over L’ is required. If no class flag is displayed all 
classes are subject to a course change. 

 

Raising of flag to be accompanied by 1 blast of the horn. 

 

 

  

 

 

 

‘Flag C over L’    1 blast 

 

 

Clearly write the new course on the whiteboard and display on the quay adjacent to 
transit. It is sensible for the RO/ARO to be in attendance in order to address any queries. 

Until - Flag remains in place until 5-minute gun of affected fleet.  

 

Considerations 

 Do you need to change course for all classes? 

 Is the new course simple enough for competitors to remember as they may be 

unable to write it down? 

 Is my writing on the whiteboard big enough? 

 Have I informed the Patrol Boat of the change so that they can advise competitors 

who have trouble viewing the whiteboard? 
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Asking Competitors to Come Within Hailing Distance 

When – As required in order to make verbal announcement to competitors. 

How – Display ‘Flag L’ outside window & lower class flag to position 2* 

*If all classes are required to come within hailing distance only ‘Flag L’ is required. If no class flag is 
displayed all classes are required to come within hailing distance. 

 

Raising of flag to be accompanied by 1 blast of the horn. 

 

 ‘Flag L’          1 blast 

 

Until – Flag remains in place until 5-minute gun of affected fleet.  

 

Considerations 

 Can my message be communicated in any other way? 

 Will competitors be able to hear me?  

 Should I use whiteboard also? Is my writing on the whiteboard big enough? 

 Have I informed the Patrol Boat so that they can advise competitors? 

 Is the message simple enough for competitors to interpret? 
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Postponement 

When – As required in order to postpone the commencement of racing. Can be within 
start sequence if required.  

How – Display ‘Flag AP’ outside window & lower class flag to position 2* 

*If all classes are postponed ‘Flag AP’ is required. If no class flag is displayed all classes are postponed. 

 

Raising of flag to be accompanied by 2 blasts of the horn. 

 

’Flag AP’ 

 

Until – Flag remains in place until end of postponement. Lowering of the flag is 
accompanied by 1 blast of the horn. 

 

’Flag AP’ 

 

 

Considerations 

 It is appropriate to postpone? 

 Have I informed the Patrol Boat so that they can advise competitors? 

 Have I considered cold, tides & daylight in the length of my postponement? 
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Wind Direction NNE 

Wind Direction NE 

NNE 
When wind is blowing direct from the mark 
Fishbourne, the line can be placed 
perpendicular to the wind direction to 
create a good first beat. An optional 
inflatable wing mark can be placed if 
required. If there is no fixed mark dead 
upwind of the line, then an inflatable should 
be laid. 

NE 

When wind is blowing from the NE, the line 
should be set perpendicular to the wind and 
an inflatable laid directly upwind of the line. 
Fishbourne may be used as an wing mark if 
required. 
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Wind Direction N 

Wind Direction NW 

N 

When wind is blowing from the N, 
the line should be set perpendicular 
to the wind and either Hook used as 
the windward mark. Alternatively, 
for a longer best an inflatable may be 
laid directly upwind of the line to the 
North of Hook. 

NW 

When wind is blowing from the NW, 
the line should be set perpendicular 
to the wind and an inflatable laid SW 
of Hook. In this instance it is 
advisable to lay an inner distance 
mark to separate boats from the 
Quay.  
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Wind Direction SSW 

Wind Direction SW 

SSW 

When wind is blowing from the SW, 
the line should be set perpendicular 
to the wind and Copp East may be 
used as the windward.Alternatively 
Copp West may be used for a shorter 
beat should conditions dictate one. If 
there is no fixed mark dead upwind 
of the line, then an inflatable should 
be laid. 

SW 

When wind is blowing from the SW, 
the line should be set perpendicular 
to the wind and Marina may well 
make a perfect windward mark. If 
there is no fixed mark dead upwind 
of the line, then an inflatable should 
be laid. 
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Wind Direction SE 

Wind Direction S 

SW 

When wind is blowing from the SE, 
the line should be set perpendicular 
to the wind and Crouchers may well 
make a perfect windward mark. A 
wing mark may be laid if required. If 
there is no fixed mark dead upwind 
of the line, then an inflatable should 
be laid.  

S 

When wind is blowing from the 
South, the line should be set 
perpendicular to the wind and if 
there is no fixed mark dead upwind 
of the line, then an inflatable should 
be laid.  


