 Organising a Track & Field Meet Checklist
	Timeline
	Tasks
	Completed

	Well in advance (6-9 months)
	Within your club, decide on provisional date and events. Get as many volunteers and officials from within your club as possible and confirm they are prepared to help.
	

	
	Contact ANI office with details of provisional arrangements and request for any support required e.g. extra officials, online entries etc.
	

	
	Wait for approval of arrangements from ANI.
	

	
	
	

	Once approval in received
	Carry out risk assessment.
	

	
	Apply for permit from ANI. This will be pending until numbers of officials are confirmed. A provisional timetable must also be submitted with your permit.
	

	
	Provisionally book the venue and first aid cover.
	

	
	Order numbers & pins. If required order medals/prize and field cards
	

	
	
	

	6 weeks before event
	If ANI officials are required, the timetable should be sent to ANI Officials Co-ordinator. 
	

	
	Timetable to be sent to venue.
	

	
	
	

	4 weeks before event
	Confirm the timetable and publish it on social media/club, website/ANI website etc.
	

	
	Entry system opens and should close 10 days before event.
	

	
	
	

	10 days before event
	Allocate athlete bib numbers.
	

	
	Seed track athletes and complete lane draws.
	

	
	Arrange procedure for results, live stream, live results print out. 
	

	
	
	

	5 days before event
	Send final timetable, lane draws and athlete bib number to the photofinish team and announcer.
	

	
	Write/print field cards - two copies of each card.
	

	
	Arrange for refreshments for officials. Tea/coffee biscuits for half day meeting. Lunch for full day meeting.
	

	
	
	

	2 days before event
	Arrange for venue electrical equipment to be charged. EDM for field events, TESS starting system, Walkie Talkies 
	

	
	Print out copy of the start lists for Announcer, Start Team, Photo Finish Team, Track Referee and Track Staff.
	







Organising a Track & Field Meet Checklist 

	Day of event
	Arrive early!
	

	
	Display bib numbers, timetables, lane draws etc around the venue
	

	
	Club volunteers to set up registration for athletes-Issue bib number and pins.
	

	
	Have Walkie Talkies available for Meeting Organiser, First Aid, Announcer, Photo Finish, Starter, Track Referee, Field Referee, Results.
	

	
	Have field cards ready for the Field Referee.
	

	
	Set up Officials refreshment area.
	

	
	Organise presentations if required. Work with announcer.
	

	
	Organise results team. A volunteer should be available to display results on a notice board if this is the results method being used.
	

	
	
	

	After Meeting
	Tidy up venue.
	

	
	Send results to ANI office as soon as possible.
	



Useful Links & Contacts
ANI Event & Marketing Team: info@athleticsni.org, marketing@athleticsni.org, shauna.bratten@athleticsni.org 
ANI Permit Process: www.athleticsni.org/Permits/
ANI Fixtures: www.athleticsni.org/Fixtures 
ANI Technical Officials: officials@athleticsni.org	

ProParamedics: www.proparamedics.com
Ambutran: ambutran@yahoo.co.uk or 07711096370
St John Ambulance: www.sja.org.uk
Mary Peters Track: www.marypeterstrack.com 
Antrim Forum: https://antrimandnewtownabbey.gov.uk/leisure-centres/activities/track-running/


 



