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Summary

This is a manual detailing the race procedures to be carried out to ensure the smooth running of races.

Audience

This manual is intended for all Race Organisers of races in Ireland.

First Steps

You've decided to run a race, what are the first actions you need to take? They will depend on a number of factors:

· Have you run the race before?

· Your race organising experience.

· Resources available (volunteers, financial, time).

Once you have decided that you will run a race, you need to appoint someone to the following roles:

· Race Director - the primary organiser of the race

· Race Team – you will need a team to work with the Race Director (see roles and responsibilities section below)

Preparation

Now that you have a race team, you will need to think about the following:-

· Date for the race

· Race venue

· What type of race ie, triathlon, duathlon, aquathon

· Submit your race request to Triathlon Ireland

· Roles and responsibilities of team members and other volunteers

Roles & Responsibilities

There are many different areas in the event organisation, and you may find it easier to assign a different role to each team member or a number of roles to one person, depending on the size of your race.  Some of the roles you may need to think about are:

· Chief Marshall

· Safety Officer

· Swim Organiser

· Run Organiser

· Bike Organiser

· Transition Organiser

· PR/Sponsorship

· Transport & logistics

· Children's Officer (if your race also involves children)

· Course design

· Equipment

· Other logistics ie. prize giving ceremony, registration, timing, website, spectator facilities & entertainment, race entry, accounts/budget

Volunteers

A race cannot be run without the support of volunteers.  Here are some areas where you may be able to find volunteers:

· Your very own club (if you are running a big race, you may decide that no club members can race, that they must help out on the day if they are available)

· Local cycling club

· Local swim club

· Family & friends

· Another triathlon club

· Local charities

· Other voluntary bodies ie. Scouting Ireland, Volunteer Ireland

Don't forget to provide some refreshments like sandwiches, drinks, fruit to your volunteers.  They put in a lot of hard work and it is a long day for them and they are  not always able to go to a shop to buy food.

Course

When you initially start planning your race course, you need to take into account many different factors.  Some of which include:

· Safety of competitors, marshals and spectators on all parts of the course.  You will need to carry out a risk assessment of the entire course, including transition, start and finish areas.

· Contingency plan for poor weather/alteration of one or more sectors
Equipment

Some equipment you may need to book for your race is listed below.  You will need to book equipment as soon as possible as these can be difficult to hire due to the high number of races being held in Ireland.  By booking early, you may also avoid paying higher hire costs:

· Timing chips (you will need to book these early as there are limited timing chip companies in Ireland)

· Bike racks

· Carpet/matting for transition/swim exits etc

· Inflatable buoys for swim course

· Fencing/barriers (to enclose transition and keep spectators off course at swim, bike and run entry/exits)

· Finish line gantry

· Pontoon

· Cones

· Loudspeaker/microphone

There will also be smaller items which you may need to purchase:

· Swim hats (essential)

· Starter hooter

· Brooms (for sweeping course of debris etc)

· High vis vests (for marshals)

· Whistles (for marshals located in dangerous sections of the course)

· Red flags (for marshals)

· Clipboards, pens, paper, highlighters etc
· Hay bales (for dangerous bends on bike course)

If you are picking up equipment, you may need to hire a small truck to pick up the equipment and then return it.  If this is the case, you'll need to ensure the driver is licenced to drive a truck of that size and also have a small team of people who can help to load and unload the truck.

A nice finishing touch to any race is to give the competitors a Goody Bag.  A goody bag can contain anything you like, but in most cases, the products in the bags are donated by businesses/sponsors etc.  If you decide to have a goody bag for competitors, following are some ideas of what you could include in the bag:

· T-shirt with the race name

· Energy bar/gel

· Swim hat

Who To Contact

There are a number of people and organisations who you will need to contact to gain permission to hold your race.  Some of the organisations will be: 

· Gardai/PSNI
· Local Council

· Roads Authority (regarding any road works)

· Waterways Ireland (if your race involves a swim, you should contact Waterways Ireland close to the race day to check water quality)

· First aid – Order of Malta, Red Cross, St Johns Ambulance
As a courtesy, you may also contact some of the following organisations to advise them of the race as they may be affected in some way:

· Local Businesses

· Local Hospital – essential if open water swim
Sponsorship

Many races seek sponsorship when running a race.  This isn't something you have to do, but it can assist in many aspects of your race.  Some areas where a sponsor may be able to assist are:

· Provide some financial assistance

· Provide some equipment

· Advertising

· Provide some signage

· Provide volunteers on the day

Below are some ideas of where you may find some sponsorship:

· Bike shops

· Sports shops

· Local businesses

· Family businesses

· Sports nutrition

· Big businesses

Promoting Your Race

You will need to think about how you will promote your race.  There are a number of ways in which you can do this.  Following are some ideas:-

· Race calendar on Triathlon Ireland website

· Design a race website (or include an area on your club website)

· Flyers/leaflet drop

· Signs on road around race venue in weeks leading up to race (you must have permission from the local Council to do this)

Race Entry

Before you open your race entries, there are a number of areas you need to think about first:

· What is the race entry fee – a detailed budget and estimated numbers will determine this
· Decide opening date for race entries

· Decide closing date for race entries

· Will you stagger the opening dates.  Races which fill up quickly, may prefer to stagger their race entry dates to give all athletes a fair chance at gaining an entry.

· Decide on type of entry – paper entry form to be sent by post, or on-line entry.  There are a number of on-line entry systems you can use.  On-line entry is preferable for most races, but if you are a smaller race, you may find paper entry the best option.

Triathlon Ireland have a race entry system which is available for all races to use.  For more information on this system, please contact the Triathlon Ireland office.

Safety

Safety is the most important aspect of any race.  At no time, should competitors, marshals, volunteers or members of the public, be in any danger.  For this reason, you will need to ensure you have the following organisations present at every race:

· Water safety – power boats, kayaks, canoes, divers

· First aid - Order of Malta, Red Cross

· Gardai/PSNI – present at any intersections, unsafe areas on the course, roundabouts etc.

Event Management and Safety Plan

Every race must have an Event Management and Safety Plan.  This plan will typically include:

· Swim, bike and run sections – description of the course

· Water safety plan

· Bike safety (following suggestions from risk assessment)

· Run safety

· Safety Risk Assessment

· Traffic/safety plan

· Event emergency details

· List of names and contact details for everyone on the race organising team on race day

· Volunteers – include list of names and contact details for every volunteer on race day

· Race briefing – both for competitors and marshals

· Timetable for the day

This plan must be sent to Triathlon Ireland at least 3 months before the race, who will in turn forward it onto the Technical Officials (TO) of your race.  

Without an Event Management and Safety Plan, no race will be sanctioned.

Technical Officials
Triathlon Ireland (TI) will supply two Technical Officials (TO) to your race.  Once the TO’s have been assigned to your race, TI will forward their contact details onto you 3 months prior to the race.  

You will then need to contact the TO’s immediately and make the following arrangements with them:

· Arrange to meet with them to go over the Event Management & Safety Plan

· Go over the race course details

· Discuss any improvements/adjustments to the race course

· Forward a copy of your Event Management and Safety Plan to TI if there are any changes to it

You should make contact with the Race Referee one month before the race.

Race Sanctioning Fee

Triathlon Ireland charge a Race Sanctioning fee to all races.  This fee covers the sanctioning costs of your race.  

The Race Sanctioning fee must be paid to Triathlon Ireland in order for your race to be sanctioned.   Triathlon Ireland will advise Race Organisers the fee once it has been finalised prior to the race season beginning.

Insurance Cover

Insurance for your race is just as important as safety.  As a race organiser, you need to be confident that you are covered by insurance.

Triathlon Ireland has insurance covers which will cover the following:-

· Limit of indemnity of any one occurrence up to €6,500,000

If you require a copy of the Triathlon Ireland insurance certificate, please send an email to administrator@triathlonireland.com requesting this.

To ensure your race is fully covered by insurance, you must ensure you do the following: 

· All competitors provide either Full, Student of Junior membership card at registration.  This card must have their photo attached under the photo seal and the card must show the current year.  Any competitor who does not have the correct membership card, MUST pay a one-day licence fee – no questions asked.

· Race Director and event organising team must have either Full or Associate TI membership.

· All competitors must sign the “Competitor Sign-on Sheet” at the time of registration.  Please ensure that their TI number is written on the form if they have membership.

· All marshals/volunteers must sign the “Officials Sign-on Sheet” at the time of registration. 

· All competitor and marshal sign-on sheets should be returned to:



Triathlon Ireland



Unit A, Glencormack Business Park



Kilmacanogue



Co Wicklow

Note:  Any races not adhering to the above, will jeopardise the sanctioning of their race the following year.

One Day Licence Fees

Any competitor who does not have Full, Student or Junior TI membership, must pay for a one day licence.  The one day licence can only be purchased directly through Triathlon Ireland.

Registration

When deciding when/where to hold registration, you should take the following into account:

· Decide what time registration will open/close.  As a guideline, you should be able to register athletes up to 1 hour before a race.  This is just a guideline and you will need to take into account other factors, such as:

· when do you need to have a final list of registered athletes to the timing company

· what time your race briefing is being held as registration will need to close before the briefing

· is your race off the beaten track.  If so, you will need to give people time to arrive if they are travelling from afar.

· How many registration times will you hold.  Some races open registration the night before the race and also on the morning of the race. 

· If holding registration the night before the race, can it be held at the race venue or do you need to find an alternative venue.

· If registration is outside, what alternative arrangements do you have in place in the event of rain.

When planning the set up of your registration area you will need to think about some of the following:

· How many people will you need on registration?  The bigger the race, the more people you will need.  Some of the areas you will need people to look after are:

· Check the racing licence of every athlete

· Goody bag/t-shirt

· How many desks will you need? 

· Provide course maps for competitors to look over after they have registered

· Logistics – laptop, papers, pens, highlighters, masking tape, scissors etc

Race Set Up

Depending on the size and type of race you are running, you may need to start setting up for the race a day or two early.  If this is the case, you will need to think about the following:

· Who will be on your team of volunteers to help out

· Ensure you can pick up all equipment to set up before the race

· Security for the equipment overnight.  If equipment is not locked away, you may need a security guard to stay with the equipment over night.

· Provide some refreshments for your volunteers

Eventualities

No matter how organised you are, there can be situations which are out of your control, but which may affect your race.  Some things that could come up which may require you to change your course:

· Weather – storm, wind, flooding

· Road works on the course

· Strong current in water

You need to be prepared for any of the above situation.  If any of the above occur, here are some changes you could make to your race:

· Cancel swim and turn into a duathlon

· Shorten the distance

· Reverse one of the sections (ie. if there is a strong current, make sure your swimmers are going with the current, not against it.

Race Briefings

You must hold a verbal race briefing for competitors before start of your race.  This must be held no earlier than 24 hours and no later than 15 minutes before the race start.  

The race organiser would normally give the race briefing, but if not them, then someone else must carry out the briefing.  After the briefing, a Technical Official then gives an additional race briefing.

Below are some important points which you must include in your competitor race briefing:-

· Point out any dangers on the course

· Explain the race course, including transition 

· For open water swims, advise competitors that they must wear a wetsuit & swim cap

· Explain what swimmers should do if they get into trouble in the water
· Advise that helmets must be worn at all times during the bike

· If non-drafting race, explain drafting rules

· Explain penalties and disqualifications rules

· Visibility of race numbers being worn by competitors

· Advise competitors of toilet/change facilities (if there are any)

You must also hold a briefing for all marshals/volunteers before the race start.  This is normally held just before the competitor briefing.  Remember to give the marshal/volunteer briefing with enough time for them to move to their designated positions on the course before the race starts.

It is a good idea to have the competitor briefing available to competitors prior to the race.  You can either email it out to competitors or have it available on your race website.

Prize Giving

If you have prizes for your race, you should hold a Prize Giving Ceremony.  There is no set format to how this should be run.  It is entirely up to you.  If you do hold a Prize Giving Ceremony, you should hold it as soon as possible after the race finishes so that competitors aren't standing around getting cold.

As a guide to prizes, please refer to the Manual of Guidance.

Results

There are a number of ways of taking the timing for a race.  You could use timing chips, in which case you would need to book a timing chip company to do this.  Or you could do the timing by hand.  The latter option isn't as accurate, but for a small race, it may be a cheaper option.  If you are running a large race, you will need to use a timing chip.

Please see below for further details of race results:

· You must ensure that race results are available to competitors as soon as possible.

· Results must be posted where the prize giving is being held.  All penalties and disqualifications must also be noted on the results.

· Results are not finalised until signed off by the Technical Official

· If your race is a National Series race, you must send results to Triathlon Ireland immediately after the race.  The results must be emailed to administrator@triathlonireland.com. 

· If your race isn't a National Series race you, please email your results on the Monday after the race to administrator@triathlonireland.com.

Race Reports

Each Monday or Tuesday during race season, Triathlon Ireland likes to include a write up on their website of the previous weekend's races.  If you would like a report from your race included on the website, please email the report to administrator@triathlonireland.com on the Monday after the race and include one or two photos.

Appendix 1:  Race Results

To ensure that race results are of a high quality standard, all race results must be given to Triathlon Ireland in the following format:

	Identifier
	forename
	surname
	sex
	age group
	total

	This is either the TI number  'TN08...' or 'ODL'
	First Name
	Surname
	either M or F (or blank for a relay)


	in the form nn-mm or 'relay' for Relay eg. '30-34'
	The total time in format h:mm:ss or DNF/DNS/DQ e.g. (2:04:30)


Note: Times can either be 'hh:mm:ss' or 'mm:ss'

If you are able to provide the following information, we can also include it in the results.  However, this is not essential:

	swim
	t1
	bike
	dob
	t2
	run
	penalty
	notes

	Swim time in format 'h:mm:ss' or 'mm:ss' (leave blank if not known)


	T1 time in format 'h:mm:ss' or 'mm:ss' (leave blank if not known)
	Bike time in format 'h:mm:ss' or 'mm:ss' (leave blank if not known)
	In the format 'dd-mm-yyyy'


	T2 time in format 'h:mm:ss' or 'mm:ss' (leave blank if not known)


	Run time in format 'h:mm:ss' or 'mm:ss' (leave blank if not known)


	time applied for any penalties in format 'h:mm:ss'/'mm:ss'/blank


	Any notes e.g. DNF run, penalty for drafting etc.




Note: Times can either be 'hh:mm:ss' or 'mm:ss'

If a race takes place over a weekend, race results must be emailed to Triathlon Ireland by 10am on the Monday following the race.  Results should be emailed to administrator@triathlonireland.com.

If a race takes place during the week, race results must be emailed to Triathlon Ireland by 10am the following day.  Results should be emailed to administrator@triathlonireland.com.

Appendix 2:  Checklist

	Task
	Due By
	Responsibility
	Please tick when Completed

	Race Request form to be submitted to TI for following calendar year
	September/October
	Race Organiser
	

	Attend Race Organisers Training organised by TI
	November to June
	Race Organiser
	

	Final Race Calendar published on TI website
	December
	Triathlon Ireland
	

	Notification of race sanctioning fee to all race organisers
	December
	Triathlon Ireland
	

	Race Sanctioning Fee to be paid to TI
	November
	Race Organiser
	

	Technical Officials nominated to all races
	January
	Triathlon Ireland
	

	Event Management & Safety Plan to be sent to Triathlon Ireland
	12 weeks before the race
	Race Organiser
	

	Send Event Management & Safety Plan to assigned TO’s
	10 weeks before the race
	Triathlon Ireland
	

	Send Race Permit to TO’s
	10 weeks before the race
	Triathlon Ireland
	

	TO to contact Race Organiser to review race plan
	8 weeks before the race
	TO
	

	TO to review race against checklist and issues written race report with recommendations and requirements to the race organisers and Triathlon Ireland.
	6 weeks before the race
	TO
	

	TO’s to sign off Race permit
	Race morning
	2 x TOs
	

	Provide final results to Triathlon Ireland
	1 working day after race
	Race Organiser
	

	Provide race report to Triathlon Ireland
	1 working day after race
	Race Organiser
	

	Send competitor and official sign-on sheets to Triathlon Ireland
	No later than 1 week after race
	Race Organiser
	

	Race permit to be sent to Triathlon Ireland
	No later than 1 week after race
	TO
	

	Appeals and protest forms with fees where appropriate
	No later than 1 week after race
	TO
	

	Publish final race results on TI website
	No later than 1 week after race
	Triathlon Ireland
	

	TO to meet with race organiser and agree race report and recommendations
	2 weeks after race
	TO
	

	Send TOs report (in soft copy) to Triathlon Ireland and race organiser
	2 weeks after race
	TO
	


Appendix 3:  Marshal Plan

	Name
	Email
	Fri
	Sat
	Allocation
	Comment

	
	
	x
	x
	Registration Lead
	

	
	
	x
	x
	Registration
	

	
	
	x
	x
	Registration
	

	
	
	
	x
	Timing Lead
	

	
	
	x
	x
	Goody Bag/Timing
	

	
	
	x
	x
	Goody Bag/Timing
	

	
	
	x
	x
	Swim Lead
	

	
	
	x
	x
	Swim Support
	

	
	
	
	x
	Swim
	

	
	
	
	x
	Swim
	

	
	
	
	x
	Swim
	

	
	
	x
	x
	Transition Lead
	

	
	
	x
	x
	Transition
	

	
	
	
	x
	Transition
	

	
	
	
	x
	Transition
	

	
	
	
	x
	Transition
	

	
	
	x
	x
	Bike Lead
	

	
	
	
	x
	Bike – NAC Exit
	

	
	
	
	x
	Bike – NAC Exit
	

	
	
	
	x
	Bike – NAC Exit
	

	
	
	
	x
	Bike – NAC Exit
	

	
	
	
	x
	Bike – Top Snug Rd
	

	
	
	
	x
	Bike – Top Snug Rd
	

	
	
	
	x
	Bike – Top Snug Rd
	

	
	
	
	x
	Bike – Top Snug Rd
	

	
	
	x
	x
	Run Lead
	

	
	
	
	x
	Run
	

	
	
	
	x
	Run
	

	
	
	
	x
	Run
	

	
	
	x
	x
	Finish 
	

	
	
	
	x
	Finish
	

	
	
	
	x
	Finish
	


Appendix 4:  Marshals Guide

General guidelines for all marshals

· Be visible – wear your jacket and stand in a manner and point that competitors can see you

· Be loud and clear – keep the instructions clear and audible 

· Point – a visual instruction is often better than a verbal one

· Be aware of competitors coming from both directions

· Do not be afraid to take any measure necessary to ensure the safety of individual and other competitors.  YOU are in charge, not the competitor.

· If you are aware of a breach of rules, note the number and we will discuss it after.  If you are clear on the rules, note the number and the suspected breach and review it with me after.

· Beware of pets, kids, prams crossing the course.

· Encourage – if all is well, give them a cheer !!  

Specific guidelines

Swim

· Be in place well before start

· Ensure each lane is aware of etiquette

· Make sure people slow down coming out of swim 

Transition

· Ensure all bags are well out of the way 

· Beware of people coming from both directions

· Ensure people have helmet on before touching bike and rack bike.  Do not hesitate to stand in front of them

· Ensure numbers are clear and on correct

· Clear gear out of the way after people have gone

Bike

· Be alert of first cyclists coming through, it’s usually a surprise

· Point and shout very loud the directions

· Use slow down hand signals as required

· Keep traffic moving, don’t stop traffic that is on the course

· Stop traffic only coming onto course

· Ensure no drafting – take note of numbers and offence

Run

· Be clear as to direction for runners

· Ensure competitors stick to their side and give way to oncoming competitors

· Beware of cross over points with cyclists – shout warnings as required

Appendix 5:  Competitor Sign-on Sheets

(Additional copies to be made as needed)

APPENDIX G
TRIATHLON IRELAND

(Affiliated to the ETU & ITU)

ONE DAY LICENCE (ODL) – On Day Cash ODLs
COMPETITORS SIGN-ON SHEET

PROMOTING CLUB______________________________________PERMIT NO.___________

EVENT &TYPE__________________________________________DATE_________________

By signing below, I confirm that I understand and fully accept Triathlon Ireland’s Manual of Guidance and it’s appendices.
	RACE No.
	     PRINT NAME
	PAID (please tick)
	       SIGNATURE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


(Additional copies to be made as needed)

APPENDIX F

TRIATHLON IRELAND

(Affiliated to the ETU & ITU)

ONE DAY LICENCE (ODL) – Pre-Purchased through TI

COMPETITORS SIGN-ON SHEET

PROMOTING CLUB______________________________________PERMIT NO.___________

EVENT &TYPE__________________________________________DATE_________________

By signing below, I confirm that I understand and fully accept Triathlon Ireland’s Manual of Guidance and it’s appendices.
	RACE No.
	     PRINT NAME
	PAID (please tick)
	       SIGNATURE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


(Additional copies to be made as needed)

APPENDIX E

TRIATHLON IRELAND

(Affiliated to the ITU & ETU)

TRIATHLON IRELAND MEMBERS

COMPETITORS SIGN-ON SHEET

PROMOTING CLUB______________________________________PERMIT NO.___________

EVENT &TYPE__________________________________________DATE_________________

By signing below, I confirm that I understand and fully accept Triathlon Ireland’s Manual of Guidance and it’s appendices.
	RACE No.
	     PRINT NAME
	PAID (please tick)
	       SIGNATURE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Appendix 6:  Non-Competitor Sign-on Sheets

(Additional copies to be made as needed)




APPENDIX H

TRIATHLON IRELAND

(Affiliated to the ETU & ITU)

COMPLETE AND RETURN TO TRIATHLON IRELAND WITHIN 7 DAYS OF THE EVENT.

NON COMPETITOR SIGN-ON SHEET 

(marshals & race officials)

PROMOTING CLUB______________________________________PERMIT NO.___________

EVENT &TYPE__________________________________________DATE_________________

By signing below, I confirm that I understand and fully accept Triathlon Ireland’s Manual of Guidance and it’s appendices.
	RACE No.
	     PRINT NAME
	PAID (please tick)
	       SIGNATURE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


