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GUIDE TO HOSTING A 

TRACK & FIELD LEAGUE FIXTURE
Midland Counties Track & Field League

Guide to Hosting a Match

Thank you for agreeing to host a match of the Midland League. This guide is to help assist you in the organisation of the match. Even if you have promoted a match before, we hope that you find it a helpful reminder.

· Track Hire

Make a firm booking of the track facilities 
(make sure the track has a valid certificate and permit).

· Officials

The Midland Counties office may send you a list of the officials that have agreed to attend your fixture. As soon as you receive this please contact the officials to confirm that you require their services.

Please ensure you arrange the following chief officials well in advance:

Field Referee

Track Referee

Chief Timekeeper

Starter 

Marksman. 
Note: Do not rely on the clubs in the division to bring along one of the above
Please remember that as well as your own team officials that you will use for points scoring you may need some extra helpers. i.e. to move hurdles, run results or provide officials with refreshments.

In addition to the usual officials you will need:

A results team (a computerised system is available)

An announcer

Please ensure all officials receive the information they require regarding your meeting i.e. start times, lane draws etc.
· First Aid

Make a booking with your local First Aid provider for first aid cover. Give them as much detail as possible i.e. date, start & finish times (remembering that athletes need warm up time before the first event).
· Paperwork

The league will send you all the paperwork you require. As soon as you receive it please check that there is nothing missing. If there is, please contact the Midlands Office ASAP. (Tel: 0121 344 4201). Trackandfieldleague@mcaa.org.uk 
· THREE WEEKS TO GO

Send all visiting teams travel directions and a map along with a contact telephone number for the day in case of delay.

Issue the stadium staff with a timetable and ensure they understand your equipment requirements.

Check that you have the correct stationery:

Field Cards 

Track pads

Non scoring numbers (if your division has non scoring events)

· ONE WEEK TO GO


Prepare field cards. (can be printed from the results program when declarations known)
Confirm First Aid booking.
Confirm your chief officials and helpers are all still available.
Ensure that refreshments are available.
Arrange for official’s lunches to be prepared.
As you will be doing computerised results, let those who will be using it have a look at the results programe (Excel Based). 
Ensure that a computer and printer will be available on the day.
(connection to the internet desirable but not essential)
Ensure that all the stationery that maybe required is available i.e.

Pens, Paper, Safety Pins, Stapler, Staples, Printer Cartridges, Calculator, Paperclips, Clipboards, Photography Badges / Stickers, spare results cards & pads etc.
Check that the stadium announcing systems are working.
Check there is a facility for displaying results and that you have the right stationery available i.e. drawing pins or sellotape.
· ON THE DAY


Arrive early to check everything at the stadium is OK.
Don’t give yourself any jobs as you need to be available for any issues that may arise.
Welcome your officials and ensure they sign in (on their respective club officials form), that they know what they are doing and who to report to.
Welcome the visiting teams.

Ensure your announcer has all the information they need.
Display the License & Photography notice and have people sign the photography sheet.

Relax & enjoy. (Note: You may need to pay your starter for ammunition used
· AFTER THE MATCH

Send a copy of the results File to the Power of 10 website: (admin@thepowerof10.info)      Email the results file to MCAA office trackandfieldleague@mcaa.org.uk
Contact Athletics Weekly immediately with the Results by phone, fax or email (results@athleticsweekly.com),
If you have not been able to give out a copy of the results on the day, these should be emailed/posted to the visiting teams as soon as possible.


Ensure the Divisional Secretary receives:

Copy of the results

Original declaration forms & any declaration alteration slips

Track & Field Results Cards

Officials Signing in Sheets


Ensure the League Secretary receives:

Copy of the results

Copy of the points allocation forms

Copy of the Declaration forms


Ensure the Midland Office Receives:

Copy of the results file

Send thank you letters to your officials & helpers
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