OPERATIONS
HANDBOOK



INTRODUCT 10K

Thank you for volunteering to help with the running of the convention.
This handbook gives some information that may be useful or essential from
time to time. '

It is divided into two sections. The first contains information that

everyone should know, no matter what thev're doing. The second has
detailed descriptions of what the main roles involve.

GENERAL IRFORMATION

If you haven't already done so, please go to the Ops Room (Room 126> to
sign up for whatever you would like to do. This room is the coordinating
centre for all convention operations during the day and evening.

The main Ops teanms are divided into five shifts as follows:

Fri 1200-1530, Sat 1400-1730, Sun 1630-1930
Fri 1500-1830, Sat 1700-2000, Sun 1900-2400
Fri 1800-2130, Sat 1930-2330, Mon 1030-1400
Fri 2100-0030, Sun 1030-1400, Mon 1330-1700
Sat 1100-1430, Sun 1330-1700
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Notes:

1>. A few people are needed from time to time outside these hours. In the
morning, they will be taken from the first shift that day, and in the
evening from the last.

2). These shifts are marked on the master copies of the programme held in
the Ops Room and Green Room.

3). There is a half-hour overlap for shift changes.

4). The Duty Committee member shifts extend outside these hours:

Thu 1300-1600 - SL: Thu 1600-1900 - CF: Thu 1900-late — AS
Fri late—0800 — SL(asleep but on call); Fri 0800-1000 - CF
Fri 1000-1200 - JP; Fri 1200-1500 - T ; Fri 1500-1800 — SL
Fri 1800-2100 - CF: Fri 2100-0130 - AS; Sat 0130-0500 — SL
Sat 0500-0800 - MA: Sat 0800-1000 - KN; Sat 1000-1330 — JP
Sat 1330-1700 - T : Sat 1700-1930 - SLi Sat 1930-0130 - CF
Sun 0130-0800 — GN:; Sun 0800-1000 - MS: Sun 1000-1330 — JP
Sun 1330-1630 — AS; Sun 1630-1900 - T ; Sun 1900-0130 — SL
Mon 0130-0800 — AS: Mon 0800-1000 - KN; Mon 1000-1330 — CF
Mon 1330-1700 — AS: Mon 1700-2000 - JP: Mon 2000-late — T
Monday night ~ Undecided (asleep but on call)

SL=Steve Linton, CF=Colin Fine, AS=Alison Scott, JP=Joan Paterson,
T=Tibs, MA=Mike Abbott, KN=Karen Naylor, GN=Gytha North, MS=Mike Scott

TECHN ICAL_NOTES

For non-technical people.

The basic rule is don't touch anything. If something has got to be turned
off, everything can safely be turned off at the power point except. ---.
computers, which may lose data, and should in any case be turned off with
their own switches — ask someone if at all possible. Don’t move projectors
until they've had time to cool down, as hot bulbs are very fragile and may
break if you sneer at them.
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