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Status

Ensuring that team members and potential guest operators have the necessary documentation - 

Hold Harmless Agreement

Ensuring that team members and potential guest operators have the necessary documentation - 

Copy of valid Operator’s License

Ensuring that team members and potential guest operators have the necessary documentation - 

Copy of CEPT rules

Ensuring that team members and potential guest operators have the necessary documentation – 

Several Blank Checks to cover costs at the end of the contest

Daily Meal Plan including

Establishing a weekly grocery list for meals planned

Number of guests per meal

Daily Meal Logistics - Set-up

Daily Meal Logistics - Cooking

Daily Meal Logistics - Clean up

Trash Management

Recovery of station items from secured locations and arrangements for their return,

Deployment of receive antennas

Station maintenance, if required

Operator Training, particularly for second VFO operations

Logging Program Training

Antenna Switching Training

Radio Function awareness

Power Amplifier Procedures (e.g. tuning, cooling requirements, etc.)

Check Batteries in all Keyers

Update plan based on final NG3K Contest Operations

Assure that all voice keying works correctly, fix as needed

Assure that all CW keying and automation works correctly

Operate heavily for familiarization and equipment confidence

Test run the generator under load and assure plenty of oil and fuel are on site

Assure that backup radios, amps, and PCs are tested and accessible

Deploy generator cables from laundry room to West porch

Pre-contest computer initialization to include

Ensure software versions are the same

Ensure network and clock software (Tardis) are functioning

Set and validate clocks

Update all .cty and Super Check Partial files

Ensure callsign mapping for known unique calls is in place

Create a common message exchange at all station positions

Close down all pre-contest logs and initialize a contest log and test it

Ensure that a backup computer is available with all software and updates consistent with the main 

computers should a replacement be necessary

Post Contest Reporting to include

Move copy of log to stateside server immediately after contest

Log preparation and submission

Post Contest write up on 3830 as soon as possible

Post Contest analysis (i.e. what went right and what went wrong)

Submission of log to the CCC QSL Manager and file for posting to LoTW

Posting and collection of shared costs

Disburse correct amounts to CCC, CG/Curacao Group, grocery-buyers

Return station items to secure locations

Prepare Signal Point for secure shut down

Arrange for post-contest publicity and publications/presentations

Post Contest

Day of the Contest

One month Before the Contest

On Site the Week of the Contest


October 15, 2010
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Executive Summary

This Caribbean Contesting Consortium – Policy and Procedures Manual is a companion document to the CCC Bylaws.  Where the Bylaws outline the governance of CCC, this document provides the guidance and detail for day-to-day operations.  This document provides significant detail on those elements outlined in the Bylaws.

This approach was chosen as opposed to the traditional Constitution/Bylaws structure.  The nature of our organization requires more attention to rental, contesting, and station management than most amateur radio clubs.  The Bylaws have been streamlined to illustrate the organizational structure and the decision making processes.

The Policy and Procedures Manual is intended as a guide to the general membership of CCC but also serves as a tool for the leadership of the organization.  The periodic rotation of leadership requires a detailed approach to all elements of our operations – from membership benefits and financial management to facilities rental and contest operations.
Contained in this Manual will be the requirements for Standing Committees necessary to our long term success.  The success of our early years now requires more contribution by our membership.  We have grown beyond the ability for a limited few to create and manage the club and its unique facilities.  Signal Point is a recognized world class contesting facility.  
This document is not intended to replace specific management information contained on the CCC Website.  Nor is it intended to be the repository for technical characteristics of the Signal Point station.
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Chapter 1

FINANCIAL CONCEPTS OF OPERATION
CCC consists of two separate entities: Signal Point, and the PJ2T Station. These entities are managed and funded separately. 

Signal Point
"Signal Point" is the real estate used by CCC for contesting, consisting of the land and the buildings constructed thereon. Signal Point is owned by Geoff Howard - WØCG and is managed by him for the good of the club. The Signal Point management and ownership entity is called "CG/Curacao Group," which has a DBA checking account by that name. All CCC facility fees are deposited to this account, and are applied to the annual variable costs of operating Signal Point, including taxes, insurance, utilities, maintenance, security monitoring fees, and oversight. All rent revenues are also deposited to this account. Capital costs are the responsibility of the property owner. All improvements will be funded from this account, supplemented by the owner at his discretion. No profit will be taken out of Signal Point. 

The owner has discretion to set Signal Point rental rates for CCC members and non-members, but agrees not to change rental rates for the CCC members without consultation with the Board of Directors.

In the event that the QTH must be sold for any reason, the owners will afford the CCC group right of first refusal to purchase the property. In addition, W0CG’s will and the Howard Family Living Trust require that CCC be offered first refusal purchase rights on the event of his death. 

The PJ2T Station
1. Concepts

The PJ2T station, consisting of the equipment, towers, antennas, and feedlines, is funded, administered, and controlled by the CCC Station Committee, subject to voting approval of the Board of Directors on items exceeding $250. The CCC Treasurer has a business checking account called the "CCC Station Fund."  Funds will never be intermingled between the CG/Curacao Group account and the PJ2T Station Fund account. The Station Committee will clearly define what station assets are owned and what station assets are on loan. All aspects of operating and maintaining the station are the responsibility of the CCC group, as represented by the Station Committee, and not of the owners of Signal Point. 

2. Funding

Revenue sources for the Station Committee include an annual Station Fund dues assessment of $125 per Member (both Full and Associate), all Station Fund fees collected in connection with rentals of the station by members and non-members, and donations and proceeds of station fund drives.  Station Support fees for members and non-members are set by the Station Committee, with the approval of the Board of Directors.

Chapter 2

Membership and Guest Operators
Candidates for CCC membership (both Full and Associate) must be identified by a CCC member to the Membership Committee. The Membership Standing Committee will arrange for the applicant to receive an information packet. Candidates for membership will be reviewed by the Board of Directors and, based on inputs from members who have participated in contest visits with those candidates, approved to receive an invitation letter or denied said invitation.  If, after one or two visits to the station the candidate is invited to become a member, the Membership Committee will generate the letter of membership invitation. That letter will fully detail the terms and conditions of membership. Approved membership becomes effective with the payment of the fee appropriate for the class of membership being sought.

Membership in the CCC confers the following privileges:

· Perpetual invitation to operate at Signal Point any time a CCC contest operation has been organized, or the ability to organize your own operation for any non-booked contest. First priority on booking rental of Signal Point for any contest week or any other week of the year.

· Immunity to rent increases – weekly rental will remain at US$1,100 for CCC members for the foreseeable future, unless modified by the Board of Directors. (Rental for non-members shall increase as improvements to the property and station warrant.)
Membership is by invitation.  Membership is offered in three classes:  Full, Associate, and Emeritus

Full Members are afforded full voting rights and may hold office in the CCC.  Full Members pay the Initiation Fee and the annual Membership Dues.  Full Members are afforded the benefit of free rental of Signal Point for any week of the year except for the nine specified contests: CQWW SSB and CW, ARRL SSB and CW, WPX SSB and CW, 10 Meter Contest, CQ 160 CW, and IARU Radiosport.  (Full Members will pay only the $75/operator/week Station Support contribution and the actual cost of utilities usage. They will also pay the special callsign fee if applicable. All other fees and surcharges will be waived.)  Full Members will retain all other existing benefits, such as priority booking of Signal Point, subsidized work trips, and discounted overflow/shared lodging costs.
Associate Members may not vote or hold office in CCC.  Associate Members pay only the annual Membership Dues, but not the Initiation Fee.  Associate Members are not eligible for free rental of Signal Point.  All other benefits of membership are identical to FMs.  Should an Associate Member wish to upgrade to a Full Member he can do so simply by paying the $575 initiation fee. 
Member Emeritus status may be bestowed by the Board of Directors on former Full Members who no longer participate in club contests and who are deemed to have made extraordinary contributions to the club and who wish to continue to be associated with CCC.  Members Emeritus pay no annual dues and have no voting or other membership privileges but will be valued advisors as the club moves forward. They may be reinstated as Full Members by petitioning the Board and paying their annual dues (but not a second initiation fee). If they re-join, their previous Facility Fee credit balances will be re-instated. 

No memberships will be automatically renewed. Each member must be re-invited by the Board of Directors at the beginning of each membership year. The Board of Directors may terminate the membership of any member at any time. If this occurs, Facility Fees for the current year only will be refunded on a pro rated basis.

Members may resign from CCC at any time, but CCC will retain that resigned member’s Facility Fees balance except for a pro-rated portion of the current year. 

Membership will automatically terminate in the event that fees are unpaid 60 days after June 1st following the annual meeting in May, unless other arrangements have been approved by the CCC Secretary/Treasurer. In this event, no refunds will be made.

While members are neither encouraged nor discouraged from participating in other non-CCC contest events, the situation may arise where they are presented with such an opportunity.  This situation is understood and in no way diminishes the value of a member being part of the CCC family.  It is further recognized that participation on other contest teams broadens our skill set and makes us more competitive in the long run.  The competition afforded by their participation on another team is consistent with our stated vision and goals.  [Note:  Numerous examples already exist already – WI9WI, W0NB, WB9Z, K9SG, etc. have all participated in non-CCC contest or DX-pedition events.]

Guest Operators

Guest Operators provide a way of growing our membership and supplementing our contest participation with unique skills.  We must also consider the long term sustainability of our club as members move on for a variety of reasons.  It is our long term intent to be able to staff each and every CCC sponsored contest from within our membership.  Guest Operators provide a vehicle to make sure we can refresh our membership and to grow our skills, knowledge, and financial base.

If in the process of establishing a club member team for one of the major contests it becomes apparent that the club membership cannot support a competitive entry, Guest Operators may be invited.  Guest Operators, participating in a CCC Club sponsored event, will receive a letter of invitation from the Membership Committee outlining the policy so that there is no ambiguity in terms of repeated visits.

With this in mind, we never invite a Guest Operator unless we view him to be a potential member.  As such, we need to ensure our Guest Operators understand our intentions.  Our Guest Operator policy is as follows:

· Inform him in the invitation that he will only able to come to PJ2T twice unless he is offered and accepts CCC membership. 
· The non-member surcharge will be zero for the first visit, and $50 if there is a second visit. 
· Guest Operators will continue to pay the 30% lodging surcharge. 
As with any policy there are exceptions to be specifically identified.  These exceptions are as follows:

· Invited youth operators – CCC as a premier contest club, has the opportunity to sponsor young contest operators in an effort to grow the ranks of contesters.  This sponsorship does not include parents, chaperones, or other parties traveling with the young person.  Additionally, the sponsored youth is not assessed the Overflow Housing offset fee.  However, should the Overflow Housing be used by other family members or chaperones they will be subject to the 30% lodging surcharge.  Should the family member or chaperone desire to be part of the contest team, they must be invited per the policy described above.  

· Major ARRL and IARU officials (e.g. K1ZZ)  Major Officials will be subject to the 30% lodging surcharge.  
· International Guest Operators that, because of the significant cost of travel, cannot commit to active membership.  International Guest Operators are subject to the 30% lodging surcharge.
· Important vendor representatives who could benefit the club, (e.g. K7BV from Yaesu)  Vendor representatives will be subject to the 30% lodging surcharge.
· Curacao-resident hams (e.g. Jean-Claude, Brett, Ke-Chi, and others) local to the island of Curacao are considered our host nation sponsors and are not assessed any fee to be part of any contest team.

· Itinerant Visitors – those individuals visiting Signal Point may be offered an opportunity to operate in non-contest periods.  Should they ask to be involved as a contest team member, they will be considered Guest Operators and will be required to participate under the same conditions identified above.

[Note:  The above rules state the policy of CCC regarding the treatment of members, associate members, emeritus members and guests.  Notwithstanding the above, the Board of Directors may, by unanimous vote, authorize exceptions in response to a request from a CCC Member in good standing should an individual situation warrant it.]
CHAPTER 3

FACILITIES RENTAL

Rental management and scheduling will be managed by the owner.  Each calendar year’s contest schedule will be posted on the web site for the current year and the following calendar year. Each succeeding year will be added in January. CCC members may book unreserved weeks on that schedule at any time, first come, first served. Whenever requests are received from non-CCC members, the owners will first poll the entire CCC membership by E-mail and allow one week for a member to opt to rent before committing that week to the non-member. 

Facility fees, of any full member, must be current in order to rent Signal Point.

CHAPTER 4

STANDING COMMITTEES
There are five Standing Committees that handle the operations of the Caribbean Contesting Consortium.  Standing Committees consist of the following:
· Administration Committee

· Membership Committee

· Publicity Committee

· Real Estate Committee

· Station Committee

These Standing Committees will be described in detail in the following sections.

The Standing Committees should prepare a report of their activities to be submitted as part of the annual meeting agenda.  While it is not intended to present those reports, the Committee should be prepared to discuss any item in detail should the membership request specific information.

Administration Committee

The role of the Administration Committee is to manage day to day club administrative paper work.  These tasks include:

Contest/Award Plaque Oversight – there are multiple tasks associated with this Committee:

1. This includes but is not limited to ensuring that any contest plaque sponsored by CCC is paid for by requesting funds from the Club Treasurer.  
2. Additionally this includes tracking and following up with the Contest Sponsors to make sure we get Plaques for display at Signal Point.

3. The Committee also ensures that plaques issued are carried to Signal Point.  This may involve coordinating with someone traveling to Signal Point and the plaque becomes a hand carry item.

4. It is traditional to follow-up with the operating team and to find out if any operator wants a personal plaque for their own display.  If any operator wishes to purchase an individual plaque, the Administration Committee collects the fees and arranges a single order with the sponsor.  

Club History – CCC has a rich history.  The Administration Committee should be the manager of historical information that can be used in media releases, presentations, and other publicity campaigns.  Specific items include:
1. Track contest performance including Scores, Log Checking Reports, and other specific contest information.

2.  Maintain a photo archive on the club website and ensure that all members have access.
3. Create a log repository for all operating events
4. Establish and maintain biographies for all club members including photos.
5. Maintain an archive of all articles related to PJ2T.  (e.g. NCJ, DX Magazine, etc.)

6. Ensure that the Signal Point “Guidebook” is complete and up to date.

QSL Oversight – this is to ensure that we are supporting our QSL Manager and that we are current in our Logbook of the World submissions.  Activities include:
1. Track our paper QSL Card supply.

2. Lead any redesign requirements for a new card design.

3. Replenish stock when necessary and submit invoice to the CCC Secretary/Treasurer.

4. Maintain a dialog with our QSL Manager to ensure that his needs are met.

Internet Content – this is to ensure that our website has up to date information available for consumption by both club members and site visitors.  The tasks include:

1. Making sure that our Yahoo User Group is up to date to ensure Member access.  This includes appropriate permissions on a per member basis.

2. Ensure that the Yahoo User Group membership is current.  This includes the removal of individuals who are no longer members.

3. Ensure that annual fees are paid for our Internet Service Provider and that the invoice has been presented to the CCC Secretary/Treasurer.
4. Ensure content on the CCC Website is current and complete.  This may also involve establishing permissions for those tasked with providing content.

5. Provide a plan for new content to the website and solicit volunteers for that new content.

6. Maintain CCC Honor Roll online.

Internet Server

CCC Station Support Treasury

Dayton Meeting Coordination?

Membership Committee

The Membership Committee is responsible for supporting current members and to provide the infrastructure for new member acceptance.  Membership Committee tasks include:
Member Data Maintenance including Renewals – This activity is intended to keep member records current and to be able to generate annual renewal letters for Board of Director approval.  Specific Tasks include

1. Maintaining the status of individual members.  

2. Tracking and accounting for Facility Fee credits as they are added and used.
Membership Invitations – Prepare the individual letters of invitation for new members.  These letters are then coordinated with the Board of Directors for approval.
New Member Welcome Package – Upon acceptance of a new member, as evidenced by their payment of the annual dues, a package containing a copy of the Bylaws, the CCC Policy and Procedures Manual, and the ordering and delivery of a CCC club polo shirt appropriately embroidered with the new members name and callsign.
Guest Operator Invitations – letters outlining our Guest Operator policy will be provided to all invited Guest Operators.

Recruiting – the Membership Committee should actively pursue new members to the CCC.  The Membership Committee needs to have access to the costs and benefits of Full and Associate Membership to ensure that any questions can be answered.  Part of the recruiting effort will be to maintain a list of candidate members that should form the basis for Guest Operator invitations.  This allows potential members to be invited to both experience the Signal Point and to allow an assessment of potential membership by the CCC membership in attendance.
VERONA Membership Coordination – it should be the goal of CCC to support our host nation organization with a parallel membership in their organization.  VERONA Membership tasks include:

1. The Membership Committee will track CCC membership participation in VERONA
2. Ensure that annual dues are collected and submitted to the VERONA leadership from interested members of CCC.  
3. Handle VERONA membership card distribution to the CCC members.
4. Maintain an annual listing of meeting dates should a CCC member wish to attend a VERONA monthly club meeting.

Publicity Committee

The role of the Publicity Committee is to raise awareness of CCC activities, successes, and future plans in the contest community.  This increased awareness is key part of our recruiting efforts.  The Publicity Committee is responsible for the following:
Creating and Archiving Presentations – members develop and present a variety of material for use at local clubs and hamfests.  This is a way to ensure that material developed can be reused.
Loading Photos and Captions to Contesting.com – Contesting.com is a focal point for contest operations and is the host of the 3830 Score Database.  Every contest has an archive of photos from a variety of operations that cycle periodically.  This is a great way to stimulate interest in PJ2T and potentially developing members or identifying future guest operators.  The task includes:
1. Capturing all of the photos from a given contest and ensuring that captions exist for the photo.

2.  Loading all the photos within 30 days or less of a completed contest.

Prepare Articles for Publication in QST, CQ, NCJ, DX Magazine, etc. – This is a key opportunity to showcase CCC and PJ2T to both support contest operations and to stimulate membership.  The goal is to identify publication opportunities and then either prepare or solicit help from within the CCC to prepare an article.  There are many dimensions or our club and operations that can be showcased.
Prepare a Family of PJ2T “Logo” Items – Periodically, there is a need to logo items to be made available to the membership or for select give aways.  This function is intended to identify a producer and to make sure that our logo is on file to support ordering of appropriate items.  Items for consideration include, but are not limited to, the following:
· Polo Shirts

· Hats

· Tee Shirts

· Mugs

· Coasters

· Etc.

The committee will collect money, place the order, and then distribute items as appropriate.  The PJ2T callsign and the CCC Logo displayed in public functions is another way for us to showcase our club.
Real Estate Committee 

The role of the Real Estate Committee is to assist the property owner, Geoff – W0CG, with planning, scheduling, and executing tasks in support of the Signal Point property.  Functions of the Real Estate Committee include:
Rental Support – this is to help manage any rental opportunities.   The specific tasks include:

· Rental Calendar Management 

· Update the annual calendar to illustrate major contests that have been set aside as CCC led events

· Track vacation and casual ham radio rentals

· Track periods where the facilities have been blocked for maintenance visits, etc.)

· Key Management and Distribution 

· Mailing of keys and ensuring their return after a rental

· Ensuring that support key sets are available on the island
· Create additional key sets as needed and replace failed old keys
· Arrival and Departure Checklists 

· Help coordinate arrival and departure dates to ensure that overlaps are managed

· Ensure that Signal Point is clean and ready for the next guests including any laundry service that is necessary

· Make sure that Arrival and Departure procedures (including security procedures and codes) are provided as part of the rental package to the renter

· Support questions and answers about the facility from renters

· Maintenance Schedule
· Develop an annual maintenance plan

· Septic Cleaning – if necessary

· Painting

· Rust Management

· Allocation of plan elements to visiting teams as appropriate

· Grounds Maintenance

· Identify and plan periodic maintenance that can be included in the “task list” for traveling teams

· Security System

· Make sure the system is documented

· Make sure that access codes are managed

· Make sure that primary and secondary system components are maintained
· Houseware

· Plan for replacing items broken or damaged

· Track kitchenware requirements

· Track small appliance requirements

Station Committee

The Station Committee is a critical function in our operations.  The Station Committee will be broken into two parts.  The first is technology focused and the other is logistics.
The technology portion includes the following:

· Hardware

· Maintain a list of radio equipment including operational status

· Make sure the list is updated on the Website

· Document the status of computers including backup computers

· Hardware configuration

· Software configuration

· Last software update tracking

· Document the computer network and ensure spares are available

· Ensure that the Webcam is documented and operational

· Maintain and administer CW Skimmer site

· Ensure that a minimum of one computer is fully configured and operational as a backup (this includes a full software suite)
· Software

· Document the status of computer software

· Operating Systems

· Logging Software

· Time Management Software

· Digital Mode Software

· Ensure that each station has a backup disk

· Technology Upgrade Planning

· Annual technology planning projects

· Advanced Technology

· Antenna Upgrades

· Antenna Switching Upgrades

· Receive Antenna Upgrades

· Annual Project Planning

· Develop an annual project list with priority

· Antennas, Feedlines, and Switching

· Ensure that the antenna system is documented

· Ensure that antenna system maintenance is coordinated

· Ensure that switching documentation is up to date and available both on-line and on-site

The Logistics portion includes the following:

· Logistics Inventory Management
· Manage a list of shipping containers to ensure equipment 

· Track all loaned, donated, and purchased equipment

· Equipment Repair
· Coordinate return of equipment from Signal Point to US for repair

· Collect all invoices

· Coordinate the testing and burn in of repaired equipment

· Coordinate the return of repaired equipment to Signal Point

· Update all equipment status records

· New Equipment Receipt and Preparation for Use

· Receive new equipment

· Install any options

· Test and Burn-in all new equipment prior to shipping to Signal Point

· Collect all invoices and make sure records are maintained

· Old Equipment Retirement Planning

· Coordinate the repair and sale of retired equipment

· Coordinate the shipping of retired equipment from Signal Point

· Coordinate the sale of retired equipment

· Equipment Storage and Location Tracking

· Maintain a record of equipment locations in support of the Security Initiative

· Preventive Maintenance Plan

· Establish an annual maintenance plan

· Distribute tasks so that some work is spread over each major contest supported by a CCC team

· Parts Tracking and Planning

· Ensure that support parts (e.g. fuses, bulbs, etc.) are on site

· Maintain a list of required parts necessary for maintenance projects (e.g. Power Amplifier relays, 

· Maintain fresh batteries on site

· Power Generator

· Develop annual maintenance plan for the backup generator

· Ensure that part of the contest preparation for each contest exercises the generator according to documented use procedures

Chapter 5

Station Safety

Signal Point represents a complex, high performance contest station.  It takes significant effort to ensure that all equipment, computers, and antennas are functional and ready for contest and rental opportunities.  This means that all equipment, systems, and software have been documented for operational use.

The Caribbean Contesting Consortium employs a strict safety policy to ensure that any operation is safe and provides the maximum enjoyment for members and guests.  Many of the safety concepts have been outlined in our Hold Harmless Agreement found in an Appendix to this document.

Each member and guest is required to have read and signed the CCC Hold Harmless Agreement.  This document provides

Personal Safety and Comfort
Curacao is a tropical island that enjoys warm weather and predominantly sunny conditions.  As such the following are necessary for you to enjoy your use of the facilities:

1. Stay hydrated – drink plenty of water while outside working on any project from antenna maintenance to yard work.

2. Use Sunscreen – the sun can ruin a perfectly good island holiday.   Make sure that your ears are protected.
3. Use insect repellent – the mosquitos, sand fleas, etc. can also make your stay uncomfortable.

4. Wear a hat – the sun will burn your scalp in short order.  Keep your head protected.

5. Beware of the Wabi and cactus.  Their spines are painful and some are barbed and cause severe allergic reactions.  The spines are robust enough to puncture tires so barefoot is not recommended and exercise care even when wearing shoes.  The spines can penetrate the soft gum rubber of the sole.

6. Signal Point sits approximately 30 feet above the ocean.  The water has undercut the cliff beneath the gazebo and sitting area.  Do not work beyond the edge without proper safety restraints or ropes to prevent falls.
7. Make sure you are in good health before beginning any climb or strenuous activity.

Antenna Maintenance

When participating in antenna maintenance including tower rust management and painting, tower climbing, receive antenna management, etc. the following needs to be adhered to very closely:

1. Wear the appropriate safety belt/harness for any tower climbing.  There is no such thing as a quick up and down the tower without a belt.

2. Wear appropriate clothing for the project.  For major projects it is recommended that long sleeve shirts, pants, and steel shank work boots are worn while tower climbing.  The sun is hot and you can become sunburned in short order.

3. Work with a ground crew.  You should not climb alone.

4. Climb only if you are an experienced tower climber.  The heat of the Caribbean is not a place to learn tower climbing.

5. Make sure any belt/harness is in good condition and fits you appropriately.  Improperly stored belts and harnesses are dangerous and you won’t find any rot until it is too late.  Make sure to look for any abrasion on the belt or lanyard before use.

6. Do not change any antenna configuration without the express authority of Geoff Howard – W0CG property owner or Jeff Maas – K8ND Chair of the Station Committee.  Not only can this cause equipment damage if nor authorized and properly documented, but the impact on personal safety without a thorough knowledge of the end-to-end system is significant.

7. Whenever possible employ a buddy system.  Make sure that others know where you are and when you expect to return.

Station Maintenance

Station maintenance is an ongoing activity in support of casual operating and contesting.  The Caribbean salt environment takes its toll on equipment, antennas, and interfaces.  The following is good maintenance practice for ground station maintenance.
1. Make sure to read the station documentation before beginning any project.

2. Make sure to review the history of the piece of equipment you are about to service.  The online records will indicate any modifications or history of the equipment.  This is especially important when servicing the power amplifiers.

3. Remember – SWITCH TO SAFETY – when working on any power amplifier.  Lethal voltages are present in the equipment.  

4. Do not defeat interlocks.

5. Make sure to discharge capacitors in power supplies before servicing the equipment.  Even low voltage equipment can leave burns if a watchband or ring comes in contact with the voltage source and ground.

6. Do not rewire any portion of the station.  The amateur station has its own power distribution system.  Rewiring the primary power can lead to significant equipment destruction.

7. Do not rewire any portion of the station.  This is extremely important for those working on the system after you change something.  Any change must be approved and documented to ensure safe operating.

8. So not change software on any of the station computers without prior authorization.  Each of the station computers have all been synchronized to ensure that each operate the same.  (Even Windows 98SE and XP computers have the same applications and are configured the same.)

Chapter 6
Contest Operations

Contests that are sponsored by the Caribbean Contesting Consortium will be led be a Contest Director.  It will be the responsibility of the Contest Director to ensure that all policies and procedures outlined in this Manual are addressed.
In overview, the Contest Director is responsible for securing the facilities for the given contest, establishing the contest team, developing a plan of operation, collecting all fees from team members, and ensure that all team participants have provided all of the documentation necessary.  (e.g. Hold Harmless Agreements, copy of Operator License, etc.)

The detailed role of the Contest Director is provided in an Appendix to this Manual that identifies specific activities and their timing.
Appendix A - CCC Hold Harmless Agreement

Memo of Understanding, Liability Release, and Computer Usage Restrictions 
for Use of Signal Point 
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By signing IN TWO PLACES below, I agree to the following principles and guidelines. This agreement is based on personal trust – ham to ham, in the best fraternal traditions of our hobby.

Please comply. PJ2T is a complex station. We have had some very bad experiences with irresponsible visitors to our club QTH. Our initial expectation that we could trust contesters to be diligent and responsible has not been borne out by experience. Most people are superbly careful, but a handful of visitors have caused difficulties. You are liable to being restricted from visiting in the future, and to being charged very large damage assessments if you don't take good care of the place. 
1. "Signal Point" is shared within the community of contesters for everyone’s fun and enjoyment. Accordingly, I will do my best to take care of the station, equipment, and house as if it were my own, leaving it in even better condition than I found it.

2. Some past visitors have badly abused the station by re-cabling antennas, moving antennas, cutting tiewraps, removing cable labels, rearranging transceivers and amplifiers, cutting off connectors, and otherwise mutilating a perfectly well organized and functional station. I agree that I will only make the most minor and necessary changes, and will not make any changes without prior coordination with W0CG. The penalty for failing to do this is that you will be that you will be asked to pay for W0CG's travel costs to restore the station. (In September of 2002 a week of full time work was required to correct the abuses to the station by prior visitors.) I will not recable any coax, anywhere in the station. 
3. If equipment or any of the other facilities are damaged by my own error or negligence (blowing a tube in a linear by grossly overdriving it, transmitting into a receiver's front end, or plugging a 110 volt radio into a 220 volt line, for example), I will help bear the cost of restoring it to the way I found it. (This does not include normal wear and tear – equipment fails on its own sometimes, and the owners of the station understand that.) 

4. I acknowledge that there is a history of petty theft in the neighborhood and will lock the security bars and arm the security system when I leave, even briefly. I accept liability for any losses of CCC assets suffered because I left the property unsecured. In addition, I understand that CCC will not be liable for losses of my property. 

5. I understand that if I choose to leave any radio, computer, or other assets at Signal Point for the future use of others and for myself, that CCC nor the owners, while they will be as diligent as possible, can not guarantee the safety of that equipment. 

6. I will leave the equipment in the same locations and in the same manner as I found it, so that the gear will be here for the next person to enjoy as much as I did. 

7. I understand that electricity costs about 36 times that in the U.S., and that water is extremely expensive, and thus will be as careful as possible to conserve in order to keep rental costs low for future contesters.

8. I will limit my use of the air conditioners to night only, will close windows and doors before turning on air conditioning, and will not set them lower than 26C.  The air conditioners are for night use only, please. Don't forget to turn off your unit in the morning. Running them during the daylight sun is VERY expensive, hundreds of dollars per week. This is an honor system feature -- please don't make the CCC club have to start charging extra for the air conditioning or convert to a metered use system.  

9. I will respect the neighbors by being quiet and by not placing antennas or radials on or over their property.

10. I’ll confine my smoking to outdoors which, in Curacao, is ALWAYS warm and welcoming. 

11. There is a 5KW gas generator in case of power outages. If it is necessary to use the generator, I will comply exactly with the safety guidelines on the "Generator Procedure" sheet attached to the generator. Do not store the gas cans in the laundry room -- they belong in the "tower pile" at the front of the lot by the road.

12. I understand and agree that my use of Signal Point, the equipment, and the antennas, is entirely at my own risk.

13. I understand that Customs in Curacao is highly unpredictable and capricious, and that I may be required to pay duty to bring radio equipment, computers, and antennas into the country. (In some cases Customs has even impounded transceivers at the airport.) I will not hold CCC liable for any duties paid or other difficulties with Customs, and that any equipment I am bringing into the country is at my own risk.

14. I will comply fully with all of the special provisions for computer usage, as detailed below.

 

 

______________________________ _______________ __________ (Please also sign the next document.)
Signed                                                          Callsign                      Date

 



Liability Release and Assumption of Risk for Users of Signal Point
 (#1 Groot Santa Marta) and Users of the Amateur Radio Equipment 

I, ____________________________________, hereby affirm that I understand the hazards of living on the Signal Point cliff, of using amateur radio equipment containing lethal voltages, and of working on antennas and towers. I understand that these hazards include, but are not limited to, slipping or falling over the edge of the cliff or the "Crow's Nest" ocean viewing concrete pad, slipping or falling from the roof of the "East Sunroom," slipping or falling from an antenna tower, electrical shock from amateur radio equipment or from RF transmission lines or contact with transmitting antennas, injuries and cuts from cactus and other sharp and abusive local vegetation, and maladies resulting from possible insect and animal bites and stings. By signing this release, I certify that I am fully aware of and expressly assume these and all other risks involved in participating in such activities. 

I understand and agree that neither the members or officers of the Caribbean Contesting Consortium, nor the owners of the Signal Point real estate, nor CG/Curacao Group, nor the officers, employees, agents, or assigns of the above listed individuals and/or entities (hereinafter "Released Parties") may be held liable or responsible in any way for any occurrence during this visit to Signal Point which may result in personal injury, property damage, wrongful death or other damage to me or my family, heirs, or assigns that may occur as a result of my participation in visits to and amateur radio operation at Signal Point as a result of the negligence of any party including the Released Parties, whether passive or active.  

I further state that I am of lawful age and legally competent to sign this liability release, or that I have obtained the written consent of my parent or guardian.  

I, ________________________________________, BY THIS INSTRUMENT, DO HEREBY EXEMPT AND RELEASE ALL THE ABOVE LISTED ENTITIES AND/OR INDIVIDUALS FROM ALL LIABILITY AND RESPONSIBILITY FOR PERSONAL INJURY, PROPERTY DAMAGE, OR WRONGFUL DEATH, HOWEVER CAUSED, INCLUDING, BUT NOT LIMITED TO, PRODUCT LIABILITY OR THE NEGLIGENCE OF THE RELEASED PARTIES WHETHER PASSIVE OR ACTIVE. 

I ACKNOWLEDGE THAT I HAVE READ THE FOREGOING PARAGRAPHS, FULLY UNDERSTAND THE POTENTIAL DANGERS INCIDENTAL TO ENGAGING IN AMATEUR RADIO ACTIVITIES AT SIGNAL POINT, AM FULLY AWARE OF THE LEGAL CONSEQUENCES OF SIGNING THIS INSTRUMENT, AND THAT I UNDERSTAND AND AGREE THAT THIS DOCUMENT IS LEGALLY BINDING AND WILL PRECLUDE ME FROM RECOVERING MONETARY DAMAGES FROM THE ABOVE LISTED ENTITIES AND/OR INDIVIDUALS, WHETHER SPECIFICALLY NAMED OR NOT, FOR PERSONAL INJURY, PROPERTY DAMAGE OR WRONGFUL DEATH  CAUSED BY PRODUCT LIABILITY OR THE NEGLIGENCE OF THE RELEASED PARTIES, WHETHER PASSIVE OR ACTIVE. 

  

Signature ___________________________________________  Date __________ 

  

Signature of Parent or Guardian _________________________________________ 



Provisions for Computer System Use at Signal Point
CCC does not intend to insult anyone's intelligence or question your competence, but we have had very bad experiences with people trashing an otherwise highly reliable and stable computer network. 
* WriteLog is the ONLY acceptable contesting software to be used on the computers at Signal Point; please become familiar with WriteLog prior to your visit. See http://www.writelog.com. DOS-based contesting programs (CT, NA, TRLog) are NOT supported on the computers at Signal Point. If you wish to use these other programs, please bring your own laptop.
* Any computer which is to be connected to the internet *MUST* run the ZoneAlarm firewall software. This is currently installed on both of the computers which have modems connected to the phone line (Stations #1 and #3.) The importance of this software cannot be overstated -- it prevents malicious users from accessing our computer while it's dialed up, and it gives advance warning before a malicious or unknown program installed locally tries to contact the internet. With the PCs being dialed up for long periods of time, the exposure to the outside world is significant and exposes us to potentially severe virus problems. 
* Every computer is running NTP (Network Time Protocol) software which keeps the clocks of all PCs in sync with a master server on the network. Currently the master server is PC3. When PC3 is connected to the internet, it synchronizes the current time with any of various network NTP servers. The software on PC3 then broadcasts the time to other servers on the local network. It's imperative that the software (Tardis) be installed on whichever machine is going to connect to the internet, and that it be configured to broadcast to the local network. The non-master computers run software called "K9" which is a simple applet, started automatically from the Startup menu, and listens for the master server's broadcast. EVERY new computer put into service there must have either Tardis or K9 installed on it, depending on whether it's a master or slave computer.
* All computers MUST be set to the correct local time, and must use "GMT -4 Caracas, La Paz" as the time zone. WriteLog is smart enough to deal with the time zone and conversion to Zulu time without any problems. There's no reason to set the computers to a GMT +0 offset.

* EVERY computer used to dial into the Internet *MUST* run Norton AntiVirus and the virus definitions *MUST* be updated regularly on every machine. 
* Non-CCC visitors are expressly forbidden from doing any of the following: 

· Installation of ANY software on the CCC computers without prior consent,
· Connection of any non-CCC owned computer to the LAN at PJ2T. This is an exposure for viruses,
· Using Microsoft Outlook Express on any CCC computer at any time. This is a common source of virus infections,
· Modification of any control panel settings on a CCC-owned computer without prior written consent,
· Using any E-mail programs other than web-based services such as Yahoo, Hotmail, Webmail, or AOL,
· Tampering with ZoneAlarm "firewall" software running on the computers at Stations #1 and #3,
· Modifying the computer cabling or radio-to-computer interfaces without prior consent.
Any manmade computer problems found to exist after a rental will be fixed at the renter's expense, with labor billed to the renter. 


  

Appendix B – Current CEPT Agreement
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FEDERAL COMMUNICATIONS COMMISSION

445 12TH STREET, S.W.

WASHINGTON, D.C. 20554
DA 09-2031
[image: image3.png]



News media information 202/418-0500     Fax-On-Demand  202/418-2830     Internet:  http://www.fcc.gov    ftp.fcc.gov


September 10, 2009               

AMATEUR SERVICE OPERATION IN CEPT COUNTRIES

Subject to the regulations in force in the country visited, a U.S. citizen holding a General, Advanced, or Amateur Extra Class amateur radio service operator license grant by the Federal Communications Commission (FCC) is authorized to utilize temporarily an amateur station in a European Conference of Postal and Telecommunications Administrations (CEPT) country that has implemented certain recommendations with respect to the United States.    


While operating an amateur station in a CEPT country, the person must have in his or her possession a copy of this Public Notice, proof of U.S. citizenship, and evidence of the FCC license grant. These documents must be shown to proper authorities upon request.  


When the privileges authorized by the FCC license grant are Advanced or Amateur Extra Class operator privileges, the U.S. citizen is granted CEPT Radio Amateur License privileges, in accordance with CEPT Recommendation T/R 61-01 (as amended).  When the privileges authorized by the FCC license grant are General Class operator privileges, the U.S. citizen is granted CEPT Novice Radio Amateur License privileges, in accordance with ECC Reccommendation (05)06 (as amended).  Both recommendations are available on the internet at http://www.ero.dk/.


CEPT countries participating in CEPT Recommendation T/R 61-01 as of September 10, 2009, are:  Austria, Belgium, Bosnia and Herzegovina, Bulgaria, Croatia, Cyprus, Czech Republic, Denmark,* Estonia, Finland, France,** Germany, Greece, Hungary, Iceland, Ireland, Italy, Latvia, Liechtenstein, Lithuania, Luxembourg, Macedonia, Monaco, Netherlands, Netherlands Antilles, Norway, Poland, Portugal, Romania, Slovak Republic, Slovenia, Spain, Sweden, Switzerland, Turkey, Ukraine, and the United Kingdom.*** 


CEPT countries participating in ECC Recommendation (05)06 as of September 10, 2009, are: Belgium, Denmark,* Germany, Iceland, Liechtenstein, Luxembourg, Netherlands, Portugal, Romania, Slovak Republic, Slovenia, and Switzerland.

*  Participating for Denmark, Greenland, and the Faroe Islands.

**  Participating for France, Corsica, Guadeloupe, French Guyana, Martinique, St. Bartholomew, St. Pierre and Miquelon, St. Martin, Reunion and its Dependencies, Mayotte, French Antarctica, French Polynesia and Clipperton, New Caledonia, and Wallis and Futuna.

***  Participating for Great Britain, Northern Ireland, the Channel Islands, and the Isle of Man.


AMATEURFUNKDIENST IN CEPT LÄNDERN


Vorbehaltlich der geltenden Regelungen des besuchten Landes darf ein Staatsangehöriger der Vereinigten Staaten (USA), der eine gültige Federal Communications Commission (FCC)-ausgestellte Amateurfunklizenz der Klassen “General,” “Advanced” oder “Amateur Extra” besitzt, vorübergehend eine Amateurfunkstation in “Europäischen Konferenz der Verwaltungen für Post und Telekommunikation” (CEPT) Ländern betreiben, die bestimmte Empfehlungen in Bezug auf die USA ausgeführt haben.


Während des Amateurfunkbetriebs im Gastland muß diese Person eine Kopie dieser Anzeige, Nachweis ihrer US-Staatsangehörigkeit und Beweis einer gültigen FCC Amateurfunkgenehmigung besitzen. Diese Dokumente muß man auf Verlangen den berechtigten Behörden vorlegen.


Wenn die FCC-ausgestellte Genehmigungsurkunde Amateurfunkbetrieb als “Advanced” Klasse oder “Amateur Extra” Klasse zuläßt, darf ein Staatsangehöriger der USA CEPT Amateurfunkvorrechte gemäß der CEPT Recommendation T/R 61-01 (in der letzten gültigen Fassung) genießen.


Wenn die FCC-ausgestellte Genehmigungsurkunde Amateurfunkbetrieb als “General” Klasse zuläßt, darf ein Staatsangehöriger der USA CEPT “Novice” Amateurfunkvorrechte gemäß der ECC Recommendation (05)06 (in der letzten gültigen Fassung) genießen. Die beide Empfehlungen sind auf der ERO Internetseite http://www.ero.dk/ veröffentlicht.


Teilnehmende Länder der CEPT Recommendation T/R 61-01 vom 10 September 2009:  Belgien, Bosnien und Herzegovina, Bulgarien, Dänemark,* Deutschland, Estland, Finnland, Frankreich,** Griechenland, Großbritannien,*** Irland, Island, Italien, Kroatien, Lettland, Liechtenstein, Litauen, Luxemburg, Mazedonien, Monaco, Die Niederlande, Niederländische Antillen, Norwegen, Österreich, Polen, Portugal, Schweden, Die Schweiz, Slowakei, Slowenien, Spanien, Die Tschechische Republik, Die Türkei, Ungarn, Rumänien, Die Ukraine und Zypern.


Teilnehmende Länder der ECC Recommendation (05)06 vom 10 September 2009:  Belgien, Dänemark, Deutschland, Island, Liechtenstein, Luxemburg, Die Niederlande, Portugal, Rumänien, Die Schweiz, Slowakei, und Slowenien.

* Teilnehmer für Dänemark, Grönland und die Färöer.

** Teilnehmer für Frankreich, Korsika, Guadeloupe, Französisch-Guayana, Martinique, St Bartholomew, St Pierre und Miquelon, St Martin, Reunion und seine Abhängigkeiten, Mayotte, Französische Antarktisgebiete, Französisch-Polynesien und Clipperton, Neukaledonien, und Wallis und Futuna.

*** Teilnehmer für Großbritannien, Nordirland, die Kanal-Inseln und die Insel Man.


OPÉRATION DES SERVICES D’AMATEUR DANS LES PAYS DE LA CEPT


Sous réserve de la réglementation en vigueur dans le pays visité, tout citoyen des États-Unis titulaire d’un certificat d’opérateur des services d’amateur de type « General License», « Advanced License » ou « Amateur Extra Class  License», accordé par la Federal Communications Commission des Etats-Unis (FCC), est autorisé à utiliser temporairement une station radioamateur dans un pays de la Conférence européenne des administrations des Postes et Télécommunications (CEPT) ayant mis en œuvre certaines recommandations à l'égard des États-Unis.


Quand il opère une station radioamateur dans un pays de la CEPT, ce visiteur doit être en possession d'un exemplaire du présent avis, d'une preuve de sa nationalité américaine ainsi que d’une preuve de la licence attribuée par la FCC.  Ces documents doivent être présentés aux autorités compétentes qui en font la demande.  


Lorsque les privilèges octroyés par le certificat de la FCC  sont de niveau « Advanced » ou « Amateur Extra Class » [classes 2 et 1], le citoyen américain se voit accorder les privilèges de la Licence Radioamateur de la CEPT, conformément à la Recommandation T / R 61-01 (telle que modifiée) de cette organisation. Lorsque les privilèges octroyés par la FCC sont de niveau « General Class » [classe 3], le citoyen américain se voit accorder les privilèges de la Licence Radioamateur Novice de la CEPT, conformément à la Recommandation (05) 06 (telle que modifiée) de l'ECC.  Ces deux recommandations sont disponibles sur Internet à l'adresse : http://www.ero.dk/.


Les pays de la CEPT participant à [l’application de] la Recommandation T / R 61-01de la CEPT  du 10 septembre 2009, sont les suivants: Allemagne, Antilles néerlandaises, Autriche, Belgique, Bosnie-Herzégovine, Bulgarie, Croatie, Chypre, Danemark,* Espagne, Estonie, Finlande, France,** Grèce, Hongrie, Irlande, Islande, Italie, Lettonie, Liechtenstein, Lituanie, Luxembourg, Macédoine, Monaco, Pays-Bas, Norvège, Pologne, Portugal, République slovaque, République tchèque, Roumanie, Royaume-Uni,*** Slovénie, Suède, Suisse, Turquie, et Ukraine.


Les pays de la CEPT participant à [l’application de] la Recommandation (05) 06 de l’ECC du 10  septembre 2009, sont les suivants: Allemagne, Belgique, Danemark,* Islande, Liechtenstein, Luxembourg, Pays-Bas, Portugal, République slovaque, Roumanie, Slovénie, et Suisse. 

* Participant pour le Danemark, le Groenland et les îles Féroé. 

 ** Participant pour la France, la Corse, la Guadeloupe, la Guyane française, la Martinique, Saint-Barthélemy, Saint-Pierre et Miquelon, St. Martin, la Réunion et ses dépendances, Mayotte, l'Antarctique français, la Polynésie française et Clipperton, la Nouvelle-Calédonie, Wallis-et -Futuna. 

 *** Participant pour la Grande-Bretagne, l’Irlande du Nord, les îles Anglo-normandes et l'île de Man.

For further information, contact William Cross, Wireless Telecommunications Bureau, at (202) 418-0680 or William.Cross@fcc.gov. 


-FCC-

Appendix C – Contest Director’s Checklist
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Status

Signing up for a specific contest on the CCC Calendar

Review past performance - set initial performance target

Staffing for the contest from within CCC

Identify potential entry class

Identification of the need for additional operational assets including necessary skills, number of 

operators

Advertise for additional operators in compliance with membership rules

Extend invitation to operators with letter of CCC terms to non-members

Identify housing requirements - establish need for overflow housing if necessary

Coordinating Overflow Housing requirements well in advance of the contest

Pay owner for overflow housing

Collecting deposits for Overflow Housing

Order PJ2T License

Poll Operators to determine preferences

Review potential propagation performance

Determine candidate class of entry (e.g. Single Op, M/S, M/2, M/M)

Prepare Operator Schedule based on preferences

Develop band specific plans (e.g. Low Band specifics, etc.)

Prepare multiplier pursuit plan including second VFO audio equipment

Review past performance - perform detailed band analysis

Get copy of Contest Rules

Prepare Operating Plan

Review Operating Plan with Team

Arrival/Departure transportation planning

Maintain logistics panel on www.pj2t.org for this contest.

Draft Calculation of Shared Costs

Identification of a companion work plan in support of the contest

Confirm travel plans of all team members

Confirm Housing Arrangements

Confirm all "bag drag" commitments and get items pre-placed

Order Contest T-Shirts

Update Operating Plan based on NG3K and other planned contest activity

 6 months to One Year Before the Contest

3 months to 6 months Before the Contest

One Month to 3 Months
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