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THE CASC-OR ROAD RACE STEWARDS' GUIDE 
The following is intended to assist Race Stewards to perform the duties of Stewards of the Event.
Competitions are governed by the CASC-OR General Competition Rules, Race Regulations of CASC-OR, Bulletins issued by CASC-OR, Series Regulations, and Event Supplementary Regulations. All decisions made shall be in accordance with these documents.
1.00
GENERAL
1.01
The Chair of the Stewards shall: -
· introduce her/himself to the Clerk of the Course and ensure that a suitable private  area is available to the Stewards.
· verify that the requirements of Race Regulations of CASC-OR Appendix "F" MEDICAL FIRE AND RESCUE have been met before starting competition and will continue to be met. shall any infringement of these rules be evident, meet immediately with the Clerk along with two other Stewards
· verify that the Event Permit, Track Permit and Event Insurance Policy have been issued and are in order.
· verify that the Stewards have been given all documents issued by the race organiser pertaining to the Event
· set up the Stewards' computer and printer/scanner. Instructions are in the 3-ring binder in the computer bag.
· ensure that the Clerk is always aware of your whereabouts.
· give the Clerk a list of all drivers who are currently on Probation.
“
· attend drivers’ meetings.
· request the Clerk to provide a list of Clerk’s Penalties on Saturday and on Sunday.
· ensure that the required number of Stewards is present. Stewards may be appointed.
1.02
All Stewards shall: -
· arrive before on track activity is scheduled to start. 
· never interfere with the running of the Event. It is the Clerk's responsibility to run the Event. If necessary, a discussion between the Chair of the Stewards and the Clerk should clear up any concerns. Individual Stewards shall never give direct orders to competitors or Officials. The duty of the Stewards is to ensure that the rules are upheld, and if necessary, to act as judge. Nothing done by the Stewards shall in any way be the cause of bias at subsequent judicial proceedings.
· avoid answering any requests for advice other than to recommend attention to pertinent rules and regulations. Over-eagerness to help may lead to later complications; e.g., a Protest might be based on your rule interpretation.
· do not accept, or act on, competitor enquiries but advise the competitor to bring these directly to the Clerk.
· observe the operation of the event by visiting all the various areas of activity such as: registration, scrutineering, paddock, pits, mock grids, starter, timing, marshal stations, race control etc.
· never discuss any concerns directly with a club official but report these to the Chair of the Stewards.
· refer to rulebooks and do not rely on your memory.
· do not change, subvert or set aside any rules.
2.00
STEWARDING AND JUDICIAL PROCEDURE
The rules and regulations establish procedures designed to preserve a balance between justice and the proper conduct of the sport.
Stewards are the first judicial body. Stewards hear all Protests and respond to the Clerks' "Requests for Action" (RFA) and render decisions on these. Anyone not satisfied by the decisions may appeal to CASC-OR.
3.00
PROTESTS
Protests shall be submitted on a “Protest Form”,accompanied by the Protest fee, to either the Clerk or the Chair of the Stewards.
The time limits for entering Protests shall be met. The Stewards may extend these only under special circumstances.
Joint Protests are not to be accepted. Only one competitor, entrant or official may protest.
All Protests shall be acted upon even if they may perhaps appear to be not well founded. It is better to have an open hearing than to give any impression of bias.
4.00
ELIGIBILITY PROTESTS
 The Protest/RFA shall be specific about what precisely is to be examined. This is not a hunting trip hoping to find illegalities.It is a good idea to have a Steward observe how the inspection is performed.
If the car is to be examined later or at another location the Stewards' duties do not end until the Scrutineer’s report is received and appropriate action regarding penalties and the disposition of costs has been taken.
 When the determination of eligibility cannot be done at the track, the car may continue to compete. No car shall be allowed to compete on a "not for points or awards" basis.
5.00
REQUESTS FOR ACTION FROM THE CLERK (RFA)
When the Clerk is made aware of an infringement of the Regulations, it is her/his responsibility to investigate this infringement. When, in the opinion of the Clerk, a penalty is needed the Clerk is responsible for collecting all the necessary information and presenting it to the Stewards along with the RFA. This may include written corner report(s), names and reports of witnesses, video evidence and in-car data. One RFA shall be presented for each incident and shall indicate which rule applies, and the Driver name, car number, class, and session. 
Only first hand evidence is acceptable
6.0 STEWARDS’ HEARINGS

The Chair of the Stewards shall appoint the required odd number of Stewards to conduct the hearing and may appoint one additional Steward to take notes of the proceedings. Decisions of the Stewards shall always be made as a body.
Only the Stewards involved in the hearing shall be present.
Stewards shall ensure that a Hearing is properly convened and follows the procedure outlined in Appendix “A" PROCEDURE FOR HOLDING A RACE STEWARDS' HEARING herein, The accused and the Protester (in the case of a RFA, the Clerk) shall be informed by the Clerk where and when the hearing is being held, and the reason for the Hearing.
Stewards then hold a Hearing to render judgement and to decide what, if any, penalties are needed. All Protests and RFA received by the Stewards shall be acted upon even if they may appear to be not well founded. It is better to have an open hearing than to give any impression of bias.
7.00
APPEALS
The “Notice of Intention to Appeal” form shall be used. The time limits for entering a Notice of Intention to Appeal shall be met. The Stewards may extend these only under special circumstances. The completed form may be handed to a Steward or to the Clerk for submission to the Stewards. The form shall be included in the Stewards report documentation.
The Appellant shall be given a copy of the “Appeal Submission Form” on which to submit the Appeal to the CASC-OR Office.
It is helpful if the Stewards point out the rules covering Appeals and in particular the time limits involved. Stewards shall offer no opinion as to the probable success of an Appeal nor shall they be perceived in any way to be counselling against the submission of an Appeal.
8.00
THE STEWARDS’ REPORT
Towards the end of the Event or immediately following the Event the Stewards shall gather to discuss the Stewards' Report which is to be completed on the “Stewards' Report Form” by the Chair of the Stewards. The GCR lists what shall be included along with the Report. The report shall contain only facts and recommendations.  It is not a critique of how well or badly an Event is run. The report shall be discussed with the Clerk at this time. An event report form for each event has been prepared in the computer.  Please use the one with the appropriate date and club name on it for your report When you have completed the report for your event, attach it to an email addressed to office@casc.on.ca for distribution. All other relevant paperwork shall be delivered to the Office. See Appendix "E" for use of the computer.
9.00
ICE RACE STEWARDS
Appendix "B" covers additional items specific to Ice Race events.
10.00
PROBATION
An outline of the procedure for handling probation penalties is in Appendix D"herein. 
APPENDIX A
PROCEDURE FOR HOLDING A STEWARDS' HEARING
1.0
General
This procedure applies to Stewards’ hearings resulting from either a Protest from a competitor or a  “Clerk’s Request for Action” (RFA).Note that there is a separate “Stewards Hearing Form to be used for protest hearings,
Hearings shall be handled with formality.
Take all the time necessary to get all the facts from all involved parties.
Consider only the regulations as published and never give heed to any claim about what it was intended that a rule shall mean. In case of a definite ambiguity, only that intention which may be inferred from studying the published regulations as a whole may be considered.
Any ambiguity in a rule revealed in the course of a Hearing shall be noted in the Stewards' Event Report and reported in writing to the Executive Steward for further action.
There shall not be any consultation with Officials or others before the hearing on matters upon which the Stewards will be giving judgement. 
2.0 Preamble
The following may be helpful in considering the evidence, degree of proof and the accusation.
2.1
The nature of evidence
Direct evidence is the oral or written evidence given by a person who saw or heard or otherwise perceived the fact to which she/he testifies.

The “opinion” of a witness is generally inadmissible. The witness is there to report observed facts.
An expert witness may be called on for an opinion on a matter within his/her area of expertise, where the Stewards are unable to form an opinion and where a special skill or knowledge is needed.
Video camera evidence is acceptable, but it shall be original, unedited and complete. It shall be viewed on as large a screen as possible. Copy Video camera evidence to the "Video" file and reference it to the hearing.
Car damage, in-car data, information from timing may be used as evidence.
Evidence relating to prior convictions is inadmissible.
Failure to give evidence shall not be taken as an admission of guilt.
2.2
Degree of proof
Most cases are settled on the balance of probability, i.e., what seems most likely from the evidence. It is not usually necessary to provide proof beyond reasonable doubt.
2.3
 Definition of reckless and dangerous behaviour
· Reckless behaviour: the performance, or omission, of an act which creates an obvious and serious risk to oneself or others without due consideration of the consequences.
· Dangerous behaviour: the performance, or omission, of an act, which creates an obvious and serious risk to oneself or others and with deliberate disregard of the consequences.
3.0
Procedure
Request the Clerk to inform the accused and the Protester where and the exact time the Hearing is to be held, the reason for the hearing, and that they are required to report to the Stewards along with witnesses.
If a party fails to report to the Stewards, record details how he/she was notified and the time or times of the notification(s). If the Stewards consider that this party has been adequately informed the hearing may proceed in his/her absence. 
Even when holding a hearing on a simple matter you shall make it very clear to the accused that this is a CASC-OR hearing. This may avoid future misunderstandings
Explain the manner in which the hearing will be held, including the right to call and question witnesses.
Identify for the record the prime participants, naming the Protester, the accused, and the Stewards. In proceedings arising from a "Clerk’s Request for Action"(RFA), the Clerk or a deputy takes the role of the Protester.
Ensure that the accused and for a Protest the Protester, sign the RFA or the Stewards’ Hearing Record agreeing that he/she has no objection to the makeup up of the Hearing Board. 
The Protester shall present his/her case, providing direct and material evidence, with witnesses providing corroborating evidence. Questions shall be entertained after each presentation. The accused shall have the identical opportunity to present her/his case. The questioners shall be the Protester, the accused, and the Stewards.
Only the Protester and the accused shall be present to hear and question all witnesses. Where there may be a special problem e.g. a lack of understanding of English the Stewards may agree that another person be present whose sole job is to ensure an understanding of the proceedings.
Witnesses shall remain out of the hearing until called to give evidence. They shall leave the hearing after giving evidence and warned not to discuss the case with any of the other parties.
The Stewards shall keep control, and ensure that each person takes their part in the sequence, and ensure that all get the proper opportunity to speak. They shall separate testimony from argument; only the Protester and accused may give argument.
The accused and Protester shall be asked to leave and await the Board’s decision.
4.0
Hearing Board Decision Deliberations
The Stewards then discuss and consider their decision. Their deliberations shall include three main subject areas:

a)
The nature of the Protest/RFA.

b)
A discussion of the evidence given by the Protester and witnesses.

c)
A discussion of the evidence given by the accused and witnesses.
The Stewards will then decide: -

If the Protest/RFA is to be upheld

The penalty to be issued

The disposition of the protest fee

The disposition of the tear down bond when applicable.
Only after the case against a competitor has been proved shall the penalty be considered. The first step is to examine the competitor's previous record in the "Penalty Records" file and following this to review the gravity of the offence to decide which of the penalty options will be chosen and the level of severity.
An adverse record may suggest a more severe penalty.
The judgement shall be recorded, timed, dated and signed by the Stewards on the RFA Form or, in the case of a Protest, on the Stewards' Hearing Record.
In the case of eligibility Protest/RFA the actual measurements of mechanical components shall not be divulged to the Protester.
All Penalties, including those assessed by a Clerk, shall be entered in the "Penalty Records" file and in the Event Report.
5.0
Presenting the Penalty to the Accused
Request the Protester and accused to rejoin the Hearing Board and inform them verbally of the penalty. Request that they sign the form indicating acceptance of the penalty or that they will appeal. Give them a copy if requested.
Remind them of the opportunity to Appeal and the time limits and process for doing this
Stewards shall not be drawn into further conversation with any of the parties. Do not get involved in argument, lecturing, nor giving advice.
If any party to the hearing has left the track before the Stewards have rendered their decision, every effort 
shall be made to inform them by e-mail or other means.
Give the Clerk a copy of the RFA or the Stewards’ Hearing Record and request copies be given to all involved parties.
Send all relevant documents to the  CASC-OR Office and scan them into the computer.
Enter all penalties, including those assessed by a Clerk, in the "Penalty Records" file and in the Event Report.
6.0
Dealing with Notice of Intention to Appeal.
If a Notice of Intention to Appeal is received within the time limits, the Hearing Board shall consider whether the application of the penalty shall be postponed pending the result of an Appeal.
Carefully retain everything presented as evidence during the hearing. Check over all the paperwork and other information associated with the hearing to ensure that the Appeal Board will have a clear record of the hearing and the decision made. Send the originals of all documents, data, and video evidence to the CASC-OR office and scan copies to the Stewards' Report folder.
APPENDIX B
ADDITIONAL GUIDE FOR ICE RACE STEWARDS
1. EVENT REPORTS
An event report form for each event has been prepared in the computer.  Please use the one with the appropriate club name on it for your report. When you have completed the report for your event, attach it to an email addressed to office@casc.on.ca for distribution. Send all other relevant paperwork to the Office.  
2. DRIVER INQUIRIES
Read Ice Race rule 12.1 carefully. Enquiries are addressed to the Clerk. Stewards are not the first line of inquiry, nor shall we be doing the Clerk's work. When/if you receive an Ice Race Inquiry Form from the Clerk it becomes in effect an RFA. Make sure that the Clerk has already followed up on it and has a list of witnesses other than the enquirer for you to interview.
Stewards respond only to an RFA or a Protest. Use the hearing record form if things proceed that far.
APPENDIX C
STEWARDS' CODE OF CONDUCT
CASC-OR Stewards shall conduct themselves in an exemplary manner, demonstrating tact, diplomacy, thoughtfulness and good listening skills. Our demeanour sets the tone for all our dealings with others at the track, officials, competitors and fellow Stewards. 
· DEALING WITH OFFICIALS
Show respect for the work they are doing. There are procedures for dealing with concerns and they shall always be followed. There is no need to be overtly critical.
· DEALING WITH COMPETITORS
Listen carefully to what competitors are saying. If necessary ask questions to clarify anything that is unclear. Treat them with respect. Don't forget that they do not deal with the rulebook in depth as Stewards do, so yes, it is possible that their understanding may be somewhat lacking. But we do not accuse them of ignorance. Never pre-judge.

· DEALING WITH FELLOW STEWARDS
When differences of opinion arise (as they will) it is important to listen closely to the other's position and weigh what they are saying. It may be necessary to modify one's own position in light of the discussion underway. Take turns to talk and avoid as much as possible interrupting someone's speech. When expressing an opinion, do it in a calm and deliberate manner.  In hearings, follow the lead of the chair. Do not try to usurp that position. If you feel that some point is being missed, be very tactful in suggesting how it could be handled.
In all our dealings with others it is expected that we show these character attributes:
· Social responsibility
· Co-operation
· Initiative
· Empathy
· Respect
· Kindness
· Integrity
APPENDIX D
 PROCEDURE FOR HANDLING PROBATION
When a Competitor is put on probation take the following steps:
· Enter the probation in the “Probation List” in addition to in the "Penalty Records File"
· When a driver has completed the probation period successfully, insert a notation to this effect in the "Comments" column of the “Probation List”
 APPENDIX E 
USING THE STEWARDS' COMPUTER/PRINTER
1.0 Equipment etc.
· A laptop computer and case containing the computer, several USB keys, a wireless mouse, a Staples mini card reader and a power cable.
· A printer/scanner, paper, USB cable to connect to the computer, power cable and extension power cord.
2.0 Instructions for computer use are in the three ring binder in the computer case
The email address is race.stewards@casc.on.ca 
3.0 For each Race Event Open the folder "Reports"
Open the folder for your Event
Open the WORD file for your event e.g. BARC 20XX-XX-XX
Complete the report
Save
Open the folder "Penalty Records"
Open the EXCEL file "2012 –20XX Penalties " Enter penalties
Save.
4.0
Send the completed Stewards Report Form to the Office as soon as possible. Several means may be used.
EITHER --Send to office@casc.on.ca direct from CTMP, SMP and CMP. Wifi is available at each track.
OR ---Take the computer home and send the report when you get home.
OR --Make a copy on a USB key, and send it from your own computer when you get home.
5.0        All the forms required are in the Forms sub-folder. Print copies as required. All rules are in the 
             GCR, Rules, and Bulletins etc. sub-folder
6.0
Save Video evidence files in the Videos folder. There is a Staples Mini Card Reader in the computer case. Use this to copy competitors' videos..
7.0
If you know or suspect that a penalty will be appealed, scan all records of hearings and other associated written evidence to the event folder.
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