Guidelines for race organisation for a WSFRL event.
1.
Find a location with a suitable course, sufficient parking and a decent HQ with plenty of toilets.

2.
Pick a date.  This will need to fit in with any existing races. It’s highly unlikely that you’ll be able to find a date with no other races so try to make sure you don’t clash with any local races that would attract your potential participants.

3.
Get yourself a sponsor.  A sponsor may pay for your numbers and even provide spot prizes.  In return they get a whole load of free advertising so make sure their logo is printed on the numbers and, if they want, they have a table for promoting their product.
4.
Start making calls.  You should contact everybody who will be affected by your event.  You need to make sure you’re able to use the parking, the HQ, the start/finish area, any public toilets (and will there be enough toilets?  It may be worth hiring some porta-loos.) You will need permission from farmers to use their land - even if you are using public rights of way.  If you are going to use any public roads you will need to apply to the local council for a Road Closure Permit – even if you don’t intend to close the road.  You should also inform the Police that you are holding an event.  Many of the above need to be informed at least three months in advance and followed up a couple of weeks prior to the event. As a courtesy, you should inform, in writing, anyone whose home is on the route.
Further guidance is available on the WSFLR website in ‘The Good Practice Guide’ for small and sporting events taking place on the highway, roads and public places issued by the Home Office.
5.
Arrange First Aid cover by a professional such as St John Ambulance or the Red Cross.

6.
Sort out some advertising; if you want more competitors you need to let as many people know about it as possible.  Get your entry form circulated at other races, put it on as many websites as you can think of and ask the local paper/radio station to do an article on the race.
7.
Make an Event Plan pre-event checklist of all the people you need to contact, mark when they respond, make note of any follow-up necessary and whether you need a final follow-up a few days before the event. 

8.
Check out the course. Make a risk assessment and work out how you can keep any risks to a minimum.  Have a map of the route and mark out all the marshal positions.  List how many marshals you will need and their exact positions so that you can start putting names into position.  Don’t assume someone will know where you want them to be.  Make it absolutely clear where they are needed, if necessary show them.  You will also need to ensure you have parking attendants to be on duty at least an hour before the race is due to start.
9.
Make an Event Plan on the day checklist.  Write out a timetable for the whole event from unlocking the HQ to locking up at the end of the day.  Make sure you have a team of helpers up to the very end – it’s amazing how quickly everyone can disappear before the muddy hall floor’s been cleaned!
10.
Have a list of all the equipment you need and make sure you know where it’s coming from and who will bring it with them at what time.  Below is a list of equipment you may need although it is by no means definitive.
	Water containers, jugs, plastic cups and squash
	

	Tea, coffee, sugar, milk, biscuits and cakes
	

	Float -£1 coins
	

	Correx signs (Caution Runners etc.)
	

	Start and Finish banners, stakes and tape
	

	Spot prizes and advertising by sponsor
	

	Laptop computer with printer and paper
	

	Entry on the day forms
	

	Loads of pens and pencils
	

	Marshal’s briefing notes
	

	Maps of the course
	

	Risk assessment
	

	Last year’s results
	

	Blue-tack
	

	Scissors
	

	Number and time recording sheets
	

	Bin liners
	

	Safety pins
	

	Megaphone + Starting Horn
	

	Marshal jackets
	

	Stop-watches x 2
	

	Weather resistant clip-boards x 2
	


