Eastern Young Athletes League

Established 1975


        A comprehensive guide to organizing an Eastern Young Athletics League Match
1 Initial Preparations

A Confirm the track booking.

It is a good idea to provide the track management with a full programme of events and ensure that they

can provide equipment which meets the required standards. That the equipment will be readily available on the day and agree the level of staffing that they will provide to move any equipment such as hurdles. You may need to provide additional assistance.

B Appoint the CHIEF officials, 
Track Referee, Field Referee(s) possibly jumps and throws, Chief Timekeeper, Chief Starter, Starters assistants and Announcer(s). Appoint someone to be responsible for ensuring that all equipment required is available for use on the day.

C Arrange for FIRST AID cover.

Some facilities offer first aid through their own staff but most often it is available via the St John Ambulance or some similar organisation. Whoever it is they must be readily and quickly available.

D Arrange for a RESULTS recording team.

This can be done manually using the sheets provided from the fixtures secretary or by using some software that provides print-outs that mimics these sheets. A simple but very effective Excel spreadsheet to do this is available from Noel Moss (C&C).
E Make arrangements for refreshments for officials and visiting clubs.

Officials and others often bring their own refreshments with them but if you can offer something extra for

officials in the form of sandwiches etc and especially have a regular supply of drinks then this is preferred. This can often offer an opportunity for clubs to sell refreshments to other visiting athletes and parents which will bring iin some extra income to the hosting club.

2 Later Preparations

A Check that all arrangements are still in place on a regular basis.

It is better to have time to make alternative plans rather to find out too late that something has changed or that your Chief appointments are no longer available.

B Organise paperwork.
Fill in field cards with the competing teams (including letters) in the correct draw order.

Ensure that start times, weights/starting heights are noted on field cards as well as the name of the club responsible for judging the event.

Have the lane draws for each race (in race order) printed out for the starter/marksman.

Ensure that you have sufficient track pads for the finish judges.

Ensure that the Chief Officials have a time table and a copy of the league rules.

C Circulate all visiting clubs and officials about 3 weeks prior to the event

Do not assume that clubs or officials know everything required of them. As you are responsible for the organisation of the meeting then you should ensure that you inform ALL visiting clubs and your appointed officials as under:

1 Travel directions to the venue with a map and a post code where possible.

2 Advise of any alterations to the standard field timetable due to local conditions

3 Advise of any other issues affecting the meeting, parking, road works, etc

4 Who the meeting organiser is and a contact telephone number for him / her and the stadium; in

case of travel problems etc.

5 Confirm to the meeting chief officials to whom they should report on arrival.

6 Remind clubs that they are responsible for providing their quota of officials and to let you know ASAP if they may have a problem with this.

7 Confirm where they should hand in team declarations or team changes.

8 Advise all that their team managers have the responsibility to ensure that athletes are on time

for their event and not to rely on the public address system.

3 On the day
1 Ensure that your meeting organiser is free of all other duties which would prevent his / her availability to

resolve any issues which may occur.

2 Ensure that all your Chief officials and ancillary officials are present and that the stadium staff and

others are aware of the timetable and order of events.

3 Ensure that your results team is in place and ready to accept team declarations or changes

4 Ensure that you announcer informs all of any health and safety notices required by the facility as well

as informing about first aid, declarations, refreshments and any other matters throughout the day such

as latest points scores, etc.

5 If available to take away, advise team managers about the arrangements for collecting match results,

else inform them how / when they can expect results. Final match scores should be made available to

all by announcement at the meeting conclusion.

6 Ensure that, should any records be broken, that the relevant signatures have been obtained.

7 It is the responsibility of the meeting manager to collect details of the officials who have been on duty

on behalf of the clubs, the CHIEF OFFICIALS have the final say on this matter, the signing in list acting as an information guide only and not to be taken as proof of being ‘on duty’.

4 At the End of the day / after the meeting

1 Check to ensure that the meeting aggregate points are correct, if not look for recording errors

2 Inform the Fixture Secretary of the point scores. This should be by telephone that evening.
3 Send the COMPLETE results, together with Declaration Sheets and Officials Signing-in Sheets to the Fixture Secretary when they have been checked.
4 Send a complete copy of the results to all visiting clubs if not given out on the day or if they have been

altered from those issued on the day.

5 Keep all the master recording sheets safely 

6 Any problems should be referred to the Fixture Secretary.

