[bookmark: _cbq0xbozfh1s]Tauranga Airsoft Club 
[bookmark: _b6noegr2i8k7]Operations Manual
[bookmark: _p2ndozcnk1g4][image: ]

1. Game Day Administration	2
2. Safety Briefing	3
3. Game Day Hires	5
4. Game Day Chrono	6
5. Private Hire Games	7
6. Radio Channels	8
7. Web Site	9
8. Membership	15
9. TECT Park Contacts	16
10. Financial Management	17
11. Committee Handover	19



1. [bookmark: _v1aoh5802l1n]Game Day Administration

The senior member managing game day administration is to ensure all players have completed the registration form and paid for their game day and any purchases. Parental consent and membership forms are also to be handled. 
[bookmark: _xa6e0wqjt09v]Player Sign In
[bookmark: _jnfmai7zjaza]Start of day
We aim to have approximately $100 cash as a float.
Power the EFTPOS machine on by holding down the middle button on the left side for approximately five seconds.
Ensure the EFTPOS machine is well charged using the USB cable.
Attendance and sales are managed through the TAC website POS system, using either the TAC laptop or your phone.
[bookmark: _cxog733nd3fb]End of day 
Note the amount of  cash in the cash box on the form, if there is more than $200 let the treasurer know to bank excess cash.
Power off the EFTPOS machine
Paper forms need to be scanned and uploaded to Google Drive. If you are unable to do this, leave the forms in the admin container.
[bookmark: _nq7bn6b4wmzy]Parental Consent
Players aged under 16 years require parental consent completed before they may play at TAC. 
Multiple young players can be listed on a single form, provided the remaining details on the form are identical.
[bookmark: _v3fpw8c3xjz1]Membership
Membership signup should be completed through the web site. 
Renewal payments can be taken on-site through the website POS


2. [bookmark: _fxj0cuh8qzty]Safety Briefing

· Number 1 Rule, “DON’T BE A DICK”.
· No smoking on TECT PARK grounds. Vaping is accepted but be mindful of others.
· Toilets are located at TECT Park Facilities.
· In an EMERGENCY, assemble in the SAFE ZONE. The call will be “NO DUFF, NO DUFF, NO DUFF”
· There is a boundary fence around the GAME FIELD. DO NOT cross this fence as there are two live fire ranges on either side.
· There are multiple trip hazards on the GAME FIELD. (Holes, tree roots and slippery slopes). Ankle supported boots are highly recommended.
· Listen to GAME BRIEFINGS. This will ensure that everyone has fun.
· Remember to follow instructions from REFEREES and STAFF MEMBERS.
In the SAFE ZONE:
· NO magazines in replicas (Rifles and Handguns). 
· NO dry firing.
· When entering the SAFE ZONE, MAKE SAFE
· Mag out, clear the chamber and put on SAFE.
On the GAME FIELD:
· TAC is a SEMI FIRE only field. Unless stipulated in game briefing. (LMG/HMG fire).
· Know your Minimum Engagement Distance and stick to it
· BLUE TAG, no M.E.D.
· GREEN TAG, 5 metres.
· YELLOW TAG, 15 metres. Side arms are required beyond this point.
· ORANGE TAG 20 metres.
· RED TAG 30 metres.
(Indicated by coloured markers in SAFE ZONE).
· CQB and Domination Fields are BLUE/GREEN TAG only and full-face protection must be worn. 
· OPEN FIELD is all TAGs.
· All Replicas must be CHRONO’D before playing and TAGGED before use on the GAME FIELD.
· EYE PROTECTION must be worn at all times when out of the SAFE ZONE and on the GAME FIELD. NO EXCEPTIONS. Mesh is not sufficient
· If, EYE PROTECTION comes off for any reason, you must call “EYES, EYES, EYES”.
· When you hear this call, repeat the call out loudly.
· STOP what you’re doing. MAKE SAFE. Wait for further instructions.
· If injured, call “BANDAID”. 
· When you hear this call, repeat the call out loudly.
· STOP what you’re doing. MAKE SAFE. Wait for further instructions.
· When HIT. Call “HIT” out loudly, raise your arm so as to be seen. 
· Turn around and follow RESPAWN RULE.
· As you walk back, call “DEAD MAN WALKING” so as not to continually get shot at.
· Gun and equipment hits count as a HIT.
· If a player does not call HIT, shoot them again. If they continue to not call their Hits, notify REFEREES or STAFF MEMBERS.
· If a decision needs to be made there and then, use PAPER, SCISSORS, ROCK to decide the outcome. DON’T BE A DICK.
· “BANG KILL” is used to indicate a kill when the situation deems it necessary. I.E there is a danger of injury because of how close or you're presented with an unprotected target. Player will call “HIT”.
· SILENT KILL is used when a target is unaware and tapped with a Rubber/Plastic Knife. The player will NOT call “HIT”, but will remain silent and follow the respawn rule.
· SOUND GRENADES have a 5 metre kill radius. 
· Grenades must be thrown with an underarm throw. 
· Be mindful of players that may be struck in the head behind cover. 
· Grenades can have a player sacrifice themselves by laying on top of them.
· AIMED FIRE from the shoulder only. HIP FIRE is frowned upon but can be used in some situations, but must be only for a short time in which you must immediately use AIMED FIRE. (Responding to an AMBUSH. E.g. Caught off guard).
· Shooting through, from solid cover may only be done when the hole is larger than your head. Shooting through solid cover can be done through any sized hole.
· No BLIND FIRE from behind cover. This may lead to someone walking in front of your fire without you realising and lead to injury.
Once again, “DON’T BE A DICK”. We are all here to have fun.


3. [bookmark: _onojaxy9kxf0]Game Day Hires

The senior member managing game day hires is responsible for ensuring sufficient hire guns and magazines are prepared, issuing those guns and briefing the hires on operation and retrieving the guns at the end of play.
Consider carrying spare batteries for the hires on the field, possibly also a spare hire gun if you are not playing.
[bookmark: _uf9qpu1dxmk3]Gun Preparation
Prepare one gun for each booked hire, plus one or two spares. For each gun this is the process:
· Remove stock cover
· Install battery in stock
· Test dry fire in safety tube
· Fully extend stock
· Install stock cover
· Collapse stock
· Fill a hi-cap magazine with 0.25g BBs
[bookmark: _rj0t9zg2dbvy]Hire Briefing
· Face protection and safe zone boundary
· Inserting and winding magazine
· Operation of safety
· Need to fully press & release trigger
· Test fire and observe BBs fired
[bookmark: _3egtnokn2ns1]Troubleshooting Returned Hire Guns
Non-firing guns are often simply jammed
· Switch to full auto
· Test dry fire in safety tube
· Switch to semi-auto
Next, check the battery by swapping to a fresh battery
· Remove stock cover
· Remove old battery
· Install fresh battery in stock
· Test dry fire in safety tube
· Fully extend stock
· Install stock cover
· Collapse stock




4. [bookmark: _4zt1wsok5r1z]Game Day Chrono

The senior member managing game day chrono is responsible for setting up the chrono and zip ties for tagging, then supervising the chrono and applying the correct colored zip tie to each gun.
All guns must be checked and tagged before use on the field, the sole exception being green gas powered pistols. Co2 powered pistols must be checked.

You should also consider carrying a chrono on the field and make a show of randomly re-checking guns on the field to ensure they are still compliant.




5. [bookmark: _8n1ai78p43k3]Private Hire Games
Private hire games are for groups that are not taking part in a scheduled game day.
The standard private game is two hours in duration.
Private hire games which are on club game days must start after 11am to allow the club day to begin before the private group arrives.
At least one senior member supervises and organizes the group.

· Create an event on the web site
· Confirm numbers and how payment will be handled
· Share the event signin URL with the group organizer
· All attending players must sign in using the website
· Mark off attendance on the event day
· Complete an abbreviated safety briefing
· Complete a weapon familiarization briefing and test

[bookmark: _monw0offst4c]Game modes
· Team Deathmatch
· 


6. [bookmark: _eqll2jkp7hot] Radio Channels
We use New Zealand PRS radio channels, which permit unlicensed use. A number of the 80 available channels have special purposes, we avoid these channels and do not list them below.

	Channel 
	Frequency (MHz)
	Purpose
	Channel 
	Frequency (MHz)
	Purpose

	9
	476.625
	 
	49
	476.638
	 

	10
	476.650
	 
	50
	476.663
	 

	11
	476.675
	 
	51
	476.688
	 

	12
	476.700
	 
	52
	476.713
	 

	13
	476.725
	 
	53
	476.738
	 

	14
	476.750
	 
	54
	476.763
	 

	15
	476.775
	 
	55
	476.788
	 

	16
	476.800
	 
	56
	476.813
	 

	17
	476.825
	 
	57
	476.838
	 

	18
	476.850
	 
	58
	476.863
	 

	19
	476.875
	 
	59
	476.888
	 

	20
	476.900
	 
	60
	476.913
	 

	21
	476.925
	Game day admin
	64
	477.013
	 

	24
	477.000
	 
	65
	477.038
	 

	25
	477.025
	Game announcements
	66
	477.063
	 

	26
	477.050
	 
	67
	477.088
	 

	27
	477.075
	 
	68
	477.113
	 

	28
	477.100
	 
	69
	477.138
	Shenanigans

	29
	477.125
	 
	70
	477.163
	 

	30
	477.150
	 
	79
	477.388
	 

	39
	477.375
	 
	80
	477.413
	 

	40
	477.400
	 
	 
	 
	 


[bookmark: _bbpsxsi08kk2]

7. [bookmark: _dmz4xo821lna]Web Site
[bookmark: _9ssgmvvhql2o]Vision Labs
Vision Labs no longer build and maintain the website.
[bookmark: _r5auk2dluvs]Master Templates
Games are configured as projects in WordPress > Projects area. 

· Open Game Days will be updated and created from the open-game-day-master-template.
· Working Bee Days will be updated and created from the working-bee-master-template.
When changes are required to the templates files, Please contact support@visionlab.nz 
We can update the templates and push the changes through to any existing games.
[bookmark: _v6twmy561s5u]Creating multiple games
If you want to create multiple game days at once we have a script to generate the games from the master templates so you don't have to do them individually. 

Please contact support@visionlab.nz to create multiple games:
· Supply the starting Sunday & how many games you want to generate from there e.g. 20 Sundays.
· Let us know the game type i.e. game day, game night, working bee
[bookmark: _40zgc0ubo6wk]Delete past games
· WordPress > Projects area
· Use the Search Projects box to locate the game, the day of the month is usually enough
· Hover over the correct event and click Trash
[image: ]

[bookmark: _g9fiuil7pwmb]

[bookmark: _d6v6v5gogrkl]Create a new game
· WordPress > Projects area
· Hover your mouse over the template your want to create a game from 
· Select clone
[image: ]
· You will see a new draft of the template with you listed as the author and current date as the last modified date.  
[image: ]
· Ensure you are editing the duplicated master template and hover your mouse over the cloned project > Click Quick Edit 
· Change the title of the game to the correct title. i.e. Open Game Day - Sunday 4th October 2026
· Categroise the project 
· The date field controls the order events are displayed, set to one year prior to the event date, i.e. the game on 1 January 2026 has its date set to 1 January 2025
· Publish the project if you ready to go live with it or save it as a draft if you intend to work on it later 
· Ensure the title and slug match. If you change the title please also change the slug. (The slug is automatically generated when you publish the project.
[image: ]

[bookmark: _ti32j4cwgj6v]Add Game headers: on/off/weather
· Open the game day project, either from the search above, or by using the Edit Project link on the game day page
[image: ]
· Find the header you want in the top section and click the gear icon
[image: ]
· In the new area on the right, select the Advanced tab and expand Visibility
· Turn off the three ticks next to Phone, Tablet, and Desktop
· Click the green tick at the bottom right
[image: ]
· Notice that the header is now darker grey indicating it will be visible
· Click the Update button on the right side of the screen and wait for the screen to complete
[image: ]

[bookmark: _6zfmwxoztlvi]

[bookmark: _cnswir22mc0x]Add Game Staff
· Open the game day project, either from the search above, or by using the Edit Project link on the game day page
[image: ]
· Find the row containing Game Staff, Players, and Players Hires sections, click the gear icon in the Game Staff box
[image: ]
· On the right side, replace TBD with the right names then click the tick at the bottom
[image: ]
· Scroll back up and click the Publish button on the right side, then check the event page to make sure it has updated.
[image: ]

8. [bookmark: _whxzjkqlbsc]Membership
Membership management is managed through the TAC website.



9. [bookmark: _8czjbci90jkj]TECT Park Contacts
[bookmark: _74mqjkmmnkfj]Bill Wheeler 
OPERATIONS MANAGER
bill.wheeler@westernbay.govt.nz
Ranger Station 07 975 0926
Mobile 027 492 8614
Office 07 571 8008

[bookmark: _b9hhdz4xfqge]Darryl Hall
Park Ranger
Mobile 027 202 7659
[bookmark: _ulgknyi6h97c]Joanne Hin
Joanne.Hin@westernbay.govt.nz
WBoPDC
Legal Property Officer
Reserves and Facilities

[bookmark: _nox5x0sj7zov]

10. [bookmark: _86892ctmjwv5]Financial Management
[bookmark: _plrvckkgx27]Bank Accounts
The club’s bank accounts are with Westpac. 
The standard owners and signatories for the accounts are:
· Treasurer
· President
· Secretary
· Vice-president
The same people should have access to Westpac Business Online and the EFTPOS merchant services.
[bookmark: _8bdbfr68wl6x]Account purposes
1. TAC Savings. 
a. 03-0435-0818880-001 
b. Requires two signatories for all transactions
c. Signatories use the “TAC account signatories” Facebook chat to coordinate dual authorisation 
d. Holds all funds until spending is authorized
e. Receives all income.
f. Pays all regular bills by direct debit or automatic payment. 
g. Cannot have EFTPOS or Visa Debit cards
2. TAC Spending
a. 03-0435-0009039-000 
b. Requires only one signatory
c. Holds minimal funds for authorised expenses
d. Signatories can have EFTPOS/Debit cards
[bookmark: _91plcee8oaoo]EFTPOS terminal
The “Get Paid” EFTPOS terminal is supplied by Westpac Merchant Services.
There is a contact phone number on the back of the terminal for Westpac support.
The Manager PIN for processing refunds is in the “TAC account signatories” Facebook chat
[bookmark: _cx98ko2z64za]TECT commercial Reporting
· Annually in early June
· For year to end of March
· Report the total for all private hire games and sales 



11. [bookmark: _hum0svk4j6ip]Committee Handover
After the AGM, online resources and banking needs to be handed over to the new committee members
a. Google email and drive
i. Email addresses align to roles, do not change the email address for a member when they change role.
ii. Change the Google account name for any changed role, then reset the password and TXT the new password to the committee member
iii. Change the secondary email address and phone number to match the new member
iv. On the Security tab, change the Recover information to match the new member
b. Facebook
c. Incorporated Societies register
i. Go to https://is-register.companiesoffice.govt.nz/
ii. Search for Tauranga Airsoft
iii. Confirm the listed address is correct
iv. Confirm that the listed officers are appropriate, all should be committee members
d. Westpac
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