Guide to organising League Meeting.
Action to be taken when asked to promote – October – December.

· Check the availability of track and whether it has a current and valid certificate.
· Confirm booking in writing with owner of track – keep copy of correspondence.

· Seek Club backing and final approval at Club Committee Meeting.

· Advise the League Administrator by completing confirmation of booking form.

· Appoint your chief officials for the meeting (Starter, Marksman, Field Referee, Track Referee & Chief Timekeeper)
· If you are having difficulty in finding suitable officials contact your County

Officials’ Secretary. If all else fails contact the League Administrator.

Action to be taken – January – February.
· Recruit helpers from all areas of the Club, qualified officials, committee members, coaches, parents and maybe senior athletes. All help should be gratefully accepted.

· Jobs should include:

· Result recorders (a minimum of two) or Computer Operators for the results program.
· Announcer 

· Someone to welcome officials and check everyone in

· Confirm your track booking is intact – you may need to complete a form.

· Make a list of the equipment you require the stadium to provide 

· Give the stadium manager or ground staff a copy of the programme or timetable.

· If there are any problems at this stage contact the League Administrator.

· Contact your local First Aid groups and ask if they are able to provide First Aid cover .
· Confirm any arrangements in writing.

· If unable to provide such cover, then find out if some other group such as

paramedics can help or maybe a nurse or doctor who is a member of your Club.

Final preparations – about three weeks before the meeting.

· Send a letter to all competing Clubs detailing:

a. Travel Directions
b. Advise on any changes to the Field Event timetable due to local conditions. 
c. Name and contact number of the match organiser & the stadium telephone number.
Last minute preparations.

· Contact your helpers and replace where necessary. 

· Assign all duties and make sure that everyone is aware of the reporting time.

· Prepare Field event cards using competition order from Handbook. Using the results program you can print off Field cards with Club names already in competition order.

· Check the following are ready and available:

a. Rules and Constitution
b. Scoring sheets (or computer programme and computer)

c. Track pads 

d. Field cards 

e. Officials’ signing-in sheets

f. Signing-in sheet for camera users

On the Day.

· If your role is to be Meeting Organiser then keep yourself free to deal with issues that may arise and ensure that every duty is being carried out 

· Check that all declaration sheets are handed in as soon as possible before the first event.

· Together with the Chief Officials check the Officials’ signing-in sheets.

· If possible, have a full copy of the results for teams to take away.

· Ensure the divisional secretary take away all the paperwork.

After the meeting.

· Extract information to be telephoned for inclusion in AW. You will receive a phone call from Roger Norton for this information.
Final duties.

Within 3 or 4 days of the meeting:

· Using the two envelopes provided send a copy of the results to the secretary and Tony Miller (for statistical information). If the results have been computerised these can be emailed to the secretary

· send a copy of the complete results to all competing Clubs if they were not

available on the day.
· Send(or email) a copy of the results and declaration forms to the Secretary 
