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ABOUT THIS MANUAL

This manual was written to pass along the critical knowledge on how to conduct an efficient, well-run,
and hopefully short track meet.  All club representatives to the YMCA Youth Track conference
expressed a desire to have recorded those sometimes magic or mystical "tricks" or processes used by
certain clubs to run a part or all of their meets well: Fillmore's finish line efficiency was almost
unbelievable, Santa Paula was a master at the awards table, Oxnard had always run the field events
well.  Each club seemed to have at least one area they knew and ran well.  At the same time, each had
areas it wanted to improve on.  A team effort was started to produce this manual.

The 1988 season had also, as most before, provided some bad experiences with exceptionally long
track meet days.  In its annual review of the past season, most felt that a long meet day was one of the
biggest negative factors about the program and one which warranted some attention.  The causes
were speculated about as were the possible remedies.  The one cause which seemed easiest to
remedy was one of knowledge about how to prepare for and run a track meet and a second reason to
produce this manual was recognized.

One of the first problems was to decide what type service the manual ought to provide: a step-by-step
set of instructions for each of the meet workers or a generalized set of instructions for Meet Directors
and Board level volunteers. What evolved was actually a combination.  The sections on Early Season
Preparation, Staffing, and Meet Management are directed at the club's board and Meet Director.  They
contain general descriptions of the tasks a club must do to prepare for a home track meet and leave a
wide latitude as to how the tasks get done.

The "How to" sections on each of the areas in the actual running of the meet are directed at the
specific meet officials who will work those areas.  These sections contain the "step-by-step" instructions
on how to run that part of the meet.  The "How to" sections may be copied as-is and given to those
officials/workers as a training measure.

By the way, it is NOT the intent of this manual to tell or dictate to any the way to run a meet.  There
must always be room for innovation and new ways to do the old better. Also, future rule changes may
dictate the methods/processes described as inadequate.  I hope that the future members of the
conference will see fit to keep this manual updated.

Very few individuals will find it necessary to read this manual cover-to-cover in one sitting.  The sections
are independent enough that even those with little experience in the running of a track meet can
benefit by reading them separately as interest in a particular part of the meet develops.  New clubs to
the conference and new members to the old clubs should find all of the information useful.

CREDITS:  Even though I took the role of writing and compiling this manual, it must be stressed that
this was a team effort.  As I produced each section, all clubs were given draft  copies to edit and
contribute comments on.  All of the suggestions were incorporated to produce the best possible
product.

Some clubs and individuals contributed specific parts of this manual and their efforts were invaluable:

   John Distad from Camarillo wrote the Shot Put section.
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   Larry Olsen from Oxnard contributed the High Jump chapter.

   Pat Cunningham from Santa Paula wrote the Awards section.

Special help was also received from other sources:

   John Correa and the Ventura team provided a tremendous effort in editing the draft and providing    
very useful suggestions on improving the manual's organization and content.

   Bill Muir, also from Newbury Park, in editing to add the quality detail throughout.  Bill also designed    
the cover and got the type setting done.

   Meredith Burton from the YMCA in coordinating the printing and distribution of the manual.

I sincerely hope that the members of the nine clubs in the Ventura County Conference read and find
the information in this manual useful.  Suggestions for corrections or improvements should be brought
to the monthly YMCA Youth Track Conference meetings.

January 1989 Bob Hamic
Newbury Park Track Club

Revision Notes:

Since the original issue of this manual, new clubs are joining the league and new leaders are evident at
some of the old clubs.  A re-issue of this manual was approved by the Conference and I took this
opportunity to revise the manual for the changes that have taken place since 1989:

- References to the YMCA have been dropped.  The Conference is now independent.
- The Triple Jump has been dropped as an event (Chapter 13).
- A complete rule book has been written and adopted by the conference so the TAC rules      

 formerly included as guidelines have been dropped.  Since the Conference rules are now  
organized in a new rule book so that all rules which apply to a given subject can be found,  
specific restatement in this manual has been eliminated.

- Rule changes, especially in the High Jump have been incorporated.

November 1993 Bob Hamic
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EARLY SEASON PREPARATION

Obviously, the home meet you are about to conduct requires some preparation work before meet day. 
You probably expected that. What you might be surprised at is that some of those tasks must be
started and completed months before the actual meet day.

The tasks listed in this section are essential to holding a home meet during the competitive part of the
season. They will, in all likelihood, need to be accomplished during the very early or "off" season by
various members of your club board.  It is very important that these tasks get done and done in time.
Don't neglect them or put them off until the last minute.

The following tasks will need to be done one or more weeks prior to your FIRST home track meet:

Obtain season schedule
Obtain Facility Insurance certificate
Reserve facilities
Identify key meet officials
Recruit meet workers
Train meet workers
Purchase supplies
Obtain meet forms
Obtain award ribbons
Facility orientation
Facility Manager meeting
Equipment/facility review/refurbishment
Club Equipment Check

Remember, these tasks are done only once per season. Do yourself and your club a favor by starting
these tasks as early as possible.

Now a brief, but somewhat detailed explanation of each of the tasks.

OBTAIN SEASON SCHEDULE:  The season schedule is made up each year by the conference board
and is generally available, or known, by the December prior to the next season.  Your club represen-
tative to the conference board should provide your board with a copy as soon as possible since the
schedule will identify how many and when your home meets will be held. From this you can tell when to
reserve the facility for meets.

OBTAIN FACILITY INSURANCE CERTIFICATE:  One of the "must haves" for your season is the
certificate from the Conference insurance carrier for liability coverage.  The cost of this coverage is
included in your Conference fees.  All facility managers currently require such a certificate of coverage
as a condition of use.  The Insurance carrier usually only requires the address/location of your practice
and meet facilities and will then obtain the certificate and get it to each of the clubs. Normally, the
certificates are issued for one year periods. This period may or may not be the same as the track
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season and you should review it at the beginning of the season to see when it expires. Take or send
the certificate to the agency which issues your use permit.

RESERVE THE FACILITIES: Generally, reserving the track facility for your home meets is done at the
same time you reserve your practice facilities, especially if it is the same site.  Who you reserve the site
with may differ from club to club.  For some it is the school.  For others, it is the Parks and Recreation
Department of the city.  In either case, you should reserve the site as soon as the season schedule is
known.  Some facility managers allow you to reserve facilities any time while others will only make
reservations after January 1 of each year.  Additionally, some agencies require that you attend
planning meetings or yearly orientation meetings in order to accept your request. You should find out
who the managing agency is and what the requirements are as soon as you can, but certainly prior to
December.

In any case, your facility reservations must be completed by sometime in January to allow notification to
members of your own club at registration as well as the other clubs who will, in turn, need time to
produce and publish the meet sites for the coming season.

IDENTIFY KEY MEET OFFICIALS: Please see the section in this handbook on staffing the meet as to
how to determine what key officials you will need. Trying to fill the positions by identifying potential
candidates for next season can begin any time, the sooner the better.  Most clubs will use board
members for some of these key positions but most can't fill them all from the board. It is most important
to get commitments and plan who will do these critical jobs as soon as possible. You can't have a meet
without them.

RECRUIT MEET WORKERS: This task usually begins at your first registration session since this is the
first time (maybe the only time!) you will see all of your parents. The task will probably continue up to
meet day.  One of the most effective ways to gain a commitment to work is the "one-on-one" meeting
you will have at registration.  The staffing section of this handbook contains details on how many and
what meet workers you will need.

TRAINING THE MEET WORKERS: There are several options to accomplish this task. You can provide
written instructions at the time they sign-up or any time prior to the first meet, or you can conduct a
pre-season "practice" meet with just your own athletes and have the parents work it, and/or you can, if
your first meet is away, get them to observe or even work the position with the host club.  You should
train at least one worker per area/field event.  The one trained worker can, if necessary, train the
helpers "on-the-spot" during your home meet.

Which ever method (or all of them) you use, I believe an effort to acquaint the newcomer to his/her
duties at the meet is an effective way to overcome the natural "shyness" most have for being in a
position of authority without knowing what to do.  It does remove many of the objections you will hear to
helping at the meet.

PURCHASE SUPPLIES: This task should be done between registration and the first meet, but don't
wait until the last minute !  Some of the items have long lead times or your club may require "shopping
around" for the lowest price.  Most of the items you will need to acquire are listed are in the appendix. 
What your club actually buys may be different depending on what the facility will do or provide as a part
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of the use permit.

OBTAIN MEET FORMS:  These forms are available from the Conference sometime between January
and March. You may have samples from prior years which can be xeroxed.  Please note that the
quantities shown are minimums and you may use considerably more of the running and field event
sheets if you have a large club and are competing against another large club.  Large clubs cause more
forms to be used in recording the additional JV races needed.  They also cause additional field event
forms to be used if there are more JV competitors in an age group than one form will hold.  Always
bring as many forms as you have to the meet, extras are frequently needed.

OBTAIN AWARD RIBBONS: Usually by the March meeting, the Conference has a supply of the ribbons
you will need. Our conference awards place ribbons for all events to fourth place, and participation
ribbons to the remainder in each race or event.  You should have the following minimum number of
ribbons for EACH home meet:

PLACE/COLOR PER
MEET

TWO
MEETS

First (Blue) 280 560

Second (Red) 280 560

Third (White) 280 560

Fourth (Green) 280 560

Participation (Purple) 500 1000

Please note that these are MINIMUM quantities per meet. As with the forms, you may use more per
meet and should always bring extras to the meet.

FACILITY ORIENTATION: Sometime early in your season, you will want to go to the facility where your
home meets will be held and look it  over.  Even if you are familiar with the facility and have used it in
past seasons, you will need to look at it again for off-season changes and, in particular, with the idea of
holding a meet there.  Some of the things you should look for are:

- General layout. Fences, gates, parking, etc.
- Where are the rest rooms, snack bar, warm up areas, areas for meet          attendees to put up
shade tarps, etc. ?
- Where can you locate the staging area and awards ?
- Number of lanes on the track ? Number usable? Repairs?
- Is the track marked in meters or yards ?
- How many Long Jump, High Jump, and Shot Put areas are there ? Where are    they ?  Which can
be used for kids ?
- Where will you locate the Announcer? Where is the P.A. and necessary        power ?
- What is the path from staging to the starting line(s) and away from the      finish that the runners will
use?
- Are there any dangerous areas to avoid (construction, etc.) ?
- Where will you need to put up barriers (flags) for traffic (people) control    ?
- Emergency vehicle access ?
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- Nearest WORKING telephone ? Is it a pay phone ?

FACILITY MANAGER MEETING: Often a different agency than the school actually administers the use
of the facility. A Parks and Recreation or School District may issue the use certificate.  If you are dealing
with two agencies, you will need to plan a meeting with the manager of the facility. This is most often
the Athletic Director of the High School or College but may be one of the school coaches, the head
janitor (custodian), or a person called a Facility Manager. You may also have a meeting with all of the
above if they are different people.

The meeting is important for several reasons.  Among them are:

- Make them aware of your program, what its about, who is in it and as I like    to add, how your
program may compliment their own athletics.
- Get to know the contacts personally in case of problems like conflicting    use or request
procedures.
- Find out what they will do for you.  Will they clean and stock the rest        rooms, line the track,
prepare the pits, provide on-site janitor service    ? How and when do you request these services ?
- Will they let you use any equipment like high jump pits and standards,        timers stand, hurdles,
snack bar, starting blocks ? Where are they kept ?
- What are their concerns about your use of their facility ?  Parking, gates    to use/not use ?
Clean-up?
- Will they let you have keys to the facility (gates, storage areas, the       press box) ?
- What can you do for them ? Small/medium projects are a great P.R. item with    budget conscious
schools.  Offer to repair HJ pits, runways, field event    areas, put more sand in the long jump pits,
improve the track surface,        replace equipment like starting blocks, or hurdles (increments of 10), 
       measuring tapes, stop watches.  Can you refurbish the press box or snack    bar by painting or
cleaning up?  Think of several offers that your club can    afford.  It will bind your program to theirs.

EQUIPMENT/FACILITY REVIEW/REFURBISHMENT: Once you have had your meeting with the
school/facility manager and have visited the facility, you will undoubtedly have some items to work on.

If you agreed to take on a project with the facility, you may need to organize a work party.  Size is NOT
important to accomplish the task but most of the projects will need to be done before the season starts
and your main parent base is available.  Often, all that's available is your board members so a larger
project will take more than one session.

Listed next are some things which should be considered or at least checked on at the beginning of the
season.  The High School or facility you use MAY do some of them.  You should check with them
during your facility manager meeting and even check on them as you meet approaches.

- Dig up the long jump pits.  Remove any debris and level the sand with the    top of the pit border.
- Do the runways need any work ?
- Examine the hurdles. If they are kept outside, they may need some work to    remove the rust and
repair any that need it.  This is a great time to see    how many hurdles will be available for your
meets/practice. Divide the       number usable by 10 to get the number of lanes of hurdles you can
run in    a meet.
- Examine/repair the starting blocks. Is there a cart ?
- Examine/repair/replace the high jump standards. How many cross bars are    available/usable ?
- Examine and remark the track markings. Make sure you do this with the       facility manager or
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have his permission.  Its a great time to get acquaint    ed with how the track is marked and where.
- Are you using the facilities's P.A. system ? Where is it ? how does it work    ? Set-up ?  Do you
need to bring your own mike or amplifier ?
- Where are things kept ? (Pits, standards, cross bars, blocks,  P.A.,            hurdles, timers stand, lap
bell/counter) and who has keys/access ?
- Any areas to clean-up ?

Remember to do these tasks with the facility manager.

CLUB EQUIPMENT CHECK:  This is also the time for you to look at YOUR CLUB'S OWN equipment
and repair/replace it as needed. Some things you might want to check:

- Check/replace the batteries in your stop watches.

- If you use radios, check them.  If you use rechargeable batteries in them,    clean the contacts on
the batteries and recharge them and see how long     the charge holds. If it holds less than 24
hours, you need to replace the    batteries.

- Check the starter's equipment. Clean/oil the gun. Make sure all items         needed are in the box.
(See the Starter section of this book.)

- If you use one, put up the shade tarp.  Do you need to replace any/all of    the parts ?

- Check for/replace any of the non-expendable items listed in the appendix    like chairs, clipboards,
tables, finish tape, measuring tapes, shot puts,     brooms, rakes, shovels, megaphones, relay zone
flags, barrier flags.

- Check/refill the first aid kit.
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MEET MANAGEMENT

Meet management is defined, here, as how to get a meet started, make it run (and run efficiently), and
to anticipate, recognize, and solve the common problems in the running of a meet.

While the direct responsibility for managing the meet usually falls to the Meet Director, all of the key
meet officials must be aware of the principles.  It certainly doesn't hurt if all meet workers know how the
meet will be managed but getting the information to 30 to 60 people is difficult.

As with managing any system or process, success starts with the knowledge of how it operates.  The
Meet Director and key officials should be aware of and read the sections in this handbook on
Announcing, Staging, Starting, the Finish Line and Awards as a minimum.  Knowledge of the field
events is also useful.

Prerequisite to successful meet day management are the early season and pre-meet preparation tasks.
While the urgency of accomplishing the pre-season tasks is hard to develop, a meet cannot run
successfully without them.  The Meet Director (and others interested) should carefully read the section
on pre-season/meet activities and consider them absolutely essential to having a successful and
efficient meet. It's very difficult to imagine a good meet if an important task like arranging for the facility
and having it ready isn't done.

One of the most important pre-meet items that can be done is to insure that meet staffing has been
considered.  The Staffing section in this book on how many, what types, and when to recruit the meet
workers should also be read.

If the pre-meet activities are started and completed in time for the meet, a giant step has been taken
toward the successful meet.  The activities on meet day will simply be execution without panic or turmoil.
 Fail to do any one of the pre-meet tasks, and you have guaranteed a tough meet day and probably a
bad experience for many.

Meet management on meet day is the management of a repetitive process.  Actually, there is more
than one process to manage: there is one for the running events, and at least one for each field event.
 If any one field event is contested at more than one pit (or area), then the two pits are separate
processes.

The meet efficiency, and therefore its length, is primarily determined by the running events.  Only in
extreme cases can the field events affect the length of the meet.  The field events can greatly affect
the overall efficiency of the meet, however.

Since the running events are relatively independent from all of the field events, and the primary factor
in meet length, the running event process will be discussed first.

RUNNING EVENTS - All running events are run sequentially one after another                   through the
same process.  That process is:

1) Third call is made for the event.

2) Runners show up in staging and are organized into races by being               places into
flights and lanes. They are sent to the starting line.



Page 2-2 Chapter Two - Meet Management

3) The starter starts the race.

4) As the race finishes, the finish line records the times and places and           sends the
information to awards.

5) Awards records the results and makes out and distributes the awards.

Steps 1 through 4 are the controlling factor in timing. The awards can and actually do "pile-up" from
time to time and do not need to be completed for one race before the next is run.

Get to know the process by heart.  Have each area ready to do its part as soon as possible.  There is a
cosmic truth to a short meet and if you don't remember anything else about meet management,
remember this:

THE INTERVAL BETWEEN THE RACES IS THE SINGLE MOST IMPORTANT FACTOR TO CONTROL!

Specifically, the time from the finish of one race to the firing of the gun for the next should be your first
concern. The interval is entirely under the control of the finish line.  Most meets will "run long"
exclusively because this interval is not managed or recognized as the important factor it really is.  This
entire manual was written because of the high number of long running meets in the 1988 season,
which in turn were due primarily to the slow recovery of the finish line between races.

The interval can be judged as follows:

Less than 2 minutes - Good. You will have a very efficient meet. 1-2 minutes should be your limit for the
100s and 220s.

2 to 3 minutes - About average. Meet will be on-time.  Except for the 100's and 220's, this should be
your target.

3 to 4 minutes - Be careful - your meet is in jeopardy of running long.

Over 4 minutes - Something is wrong. Go to the finish and see what the problem is. Take some kind of
action NOW.

If you want an idea of the impact of just 1 minute longer between races, consider that you will probably
run at least 80 races during the day - 1 minute longer will increase your meet by a minimum of 1 HOUR
and 20 MINUTES !!!

-- DIAGNOSTICS --

I consider the interval between the races the "pulse" of the meet. I take it often during the meet as a
symptom of how the meet is going and I start with the very first race. It is THE place to start to diagnose
and fix meet problems.

Here is a brief description of the diagnostic process to use during meets.  You may not use it exactly,
but it should provide some type of starting point:

Let's start by saying the "pulse" has just been taken and the interval was 6 minutes - definitely a
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danger sign !

1. Go to the finish line - try to determine if the finish line or starting           line caused the delay.
 It's usually the finish line.

   If its the finish line - Let's also assume you have read the Finish Line           section in this
book or know how the line should operate.  Look for and           correct the following:

            - Is someone clearly in charge (Finish Coordinator) and do they                      know what
to do ?

- Are there enough timers ?

- Are the timers assigned properly ?  Are they timing and                        picking
places not lanes?

- Are the timers recovering the tags and taking them to the                      finish
clerk with the times?

- Are the timers involved in resolving discrepancies ? THEY                     
SHOULDN'T BE !! Once they have given their tag and time to the                        finish clerk, the timer
should immediately leave the area around                      the clerk.

- Is the clerk doing his/her job ?  Does he/she know how to                      record
the places and times (including the "rounding" of the times)                      ? IS THE FINISH CLERK
MAINTAINING ORDER IN THE RECORDING                              PROCESS ?

- Is the finish line properly signalling their readiness to                       the start ?
Is only one person doing the signaling (it should be                      the Finish Coordinator) ?

    Most of the problems at the finish line can be attributed to either lack of knowledge or lack of
control.  The finish line needs an element of discipline as well as a sense of urgency but not  panic. 
Most importantly, that very key official, the Finish Coordinator,  needs to gain control of the finish line
and move it quickly and efficiently through its paces.

If you determine that the finish line is not at fault in the delay, go to the starting line.

2. At the starting line see if the delay was due to the starting line or because the line had no
runners to start.  It is most often not the starting line's fault. If you think the starting line is at fault, look
for and correct the following:

   - The Starter delaying too long in beginning his instructions.                       Immediately after a
race has started, the Starter should begin setting             up the next race, by giving instructions,
placing and setting blocks if             necessary, and getting the runners to their marks.

     For the 100's and 220's, the starter should begin getting the next               race ready
immediately following the departure of the preceding race.

   - Is placing and setting the starting blocks taking too long ?  Get                 extra help - 1 or 2
adults can really reduce the time block placing and             setting takes. Are there enough hammers
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heavy enough to do the job ?

   - Is the Starter communicating with the finish line ?
     How soon can he tell the finish line is ready? Is the Finish Line                  Coordinator hard

to contact?

If you have determined that the starting line is not at fault, next go to staging.

3. At staging try to determine if the athletes are getting to staging in           a timely fashion or
not. If they are not, look for and correct:

   - Is the stager able to communicate effectively with the Announcer?             This is critical - if
it's a problem, fix it immediately.

   - Are the calls being made ?  Can you hear them ?

   - Who is deciding when the calls are to be made ?

   - Are 3 calls being made for each event ? Are the calls spaced apart             or do you hear
"This is 1st, 2nd and 3rd call for ___" ?

   - Is the staging area clearly identified and can it be found ?

If the athletes are coming to staging but are not getting to the starting line, look for:

   - Does the Stager know what to do and is he/she doing it effectively             ?

   - Is control maintained in staging ? Confusion and noise should be kept             to a minimum.

   - Is staging located so that it is convenient to the Start/Finish line             ? Can you see the
starting line from staging (Can the stager tell when             to send the next race ?) ?

   - Does the Stager need help to escort the flights to the start?

As you can see, the diagnostic process starts with the end or "bottle neck" at the finish and steps
backwards through the sequential process until the problem is found.

From time to time during the meet, I find a spot I can see the finish line, starting line and staging.  It
also helps if the position you take is also in an area where the calls should be heard.  From the right
position, you can take the "pulse" of the meet often and observe the flow of runners and events.

From your position, you can see or hear several things:

- Time the interval between races. Interval is started when the last            runner in the prior
race crosses the finish until the gun is fired for the          following race.

- Listen to the calls.  Are 3 calls being made for each event ? Are they          space at least 5



Chapter Two - Meet Management Page 2-5

minutes apart or are several calls for the same event          made at the same time?

  Can you hear the calls well ? Is the P.A. volume OK and can you hear it          in needed
areas ? Is the announcer making clear and distinct calls ?

- Are the runners spending a minimum amount of time in staging?

- Does the staging area seem to have a somewhat even flow of runners          through it ?  Are
there times when no one is staged for long periods ?

- Is the starting line working efficiently in starting races as soon as          possible ? How is the
"pace" of the Starter's actions?

- Are there clear paths for the competitors from staging to the starting          line and from the
finish line away from the track ?

Above all, look for that interval between races to be 3 minutes or less and for the overall process to be
smooth.

One final word on managing the running events: It is often a problem getting the meet started and then
again, at a point somewhere after noon, a "slow down" will occur.

Getting started in the morning is important to ending the day at a reasonable time.  An "on-time" start
can be done if, and only if, your facility and pre-meet activities are complete AND you have the staff.  If
you have both of those items, the Meet Director sometimes must force the first call at about 8:15,
possibly even before all is ready.  Forcing the call will overcome the inertia that always exists in the early
morning.

The slowdown just after noon typically occurs for several reasons.  The Meet director must recognize
when it begins to happen and take corrective actions. Some of the reasons the slowdown occurs are:

1) The meet officials who have worked since about 8:30 depart and the            replacements
don't show.

2) An element of fatigue sets in and, when accompanied by the slower pace           of the races
being run at that time (the 1 mile runs), the meet slows down.

3) Lunch is being served.  Meet workers, competitors, and parents either           stop completely
for lunch or are slowed down by eating and working.

I'm sure there are even more reasons.  The most important cause to recognize is the first one.  Proper
planning and staffing before the meet as described in the "Staffing" section of the handbook, will be
your best preventative measure.  If you see this happening, a quick recruiting round to the stands is in
order.

Taking action is important.  I have seen meets "on-time" at 12:00 to 1:00 and about 1 hour of
competition left end at 3:30 to 4:00 because of the "slowdown".

THE FIELD EVENTS - Managing the field events is a much simpler matter than managing the running
events since the field events do not depend on a "process" of so many areas working well together.
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The field events are, as mentioned earlier, a particular challenge in that each needs to be managed
separately and independently from the others. Just because high jump is running well doesn't mean 
that long jump will be.  Also, if the event is contested in 2 pits as is many times the case, one high jump
pit may be OK and the other in trouble.

Comparatively speaking, managing a field event is simple and only requires 4 things:

1. That the pit or throwing area be ready (sectors marked, pits leveled,           run-up area clear,
etc)

2. That the necessary equipment (pits, cross bars, standards, rakes,             shovels, puts, etc)
be there.

3. That the meet officials be there and knowledgeable on how to run the           event. This
handbook will help.

4. That the competitors are there.

Your pre-meet activities will take care of the first two and, hopefully, the third.  This leaves only the
consideration for when and how to make the calls for the event.

The main problem in getting the calls for the field events is that the different areas are seldom in
contact directly with the announcer.  The meet director should plan ahead on how the field event areas
are to let the announcer know when calls are needed.  If radios for each area are not practical, the
meet director or referee can plan periodic visits to each area with a radio and contact the announcer for
the field event judge.  Runners might also be considered as an alternative.  If the field event areas are
near an area with a radio, plan ahead to let both areas know they will be sharing.

The meet director should cover with each event judge the following topics before the meet begins:

1) Where and how to get the calls made.

2) Where event entry/results sheets are to be obtained.

3) Where and how the event results are to sent.

4) Who to contact if there are problems.

5) What the order of events for that specific area is, ie, if 2 pits are           to be used for HJ,
what groups will be jumping in what order at that pit.

6) Any questions on how the event is to be run.

Once started, the field events typically run well without assistance or problems.  I generally pay a lot of
attention to the field events at the beginning of the meet and little after that unless the crew changes
or there are problems.

The chief problem to anticipate is one of staffing.  The field events are, in my opinion, more difficult to
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get and keep meet workers for since they usually involve less action and are usually located remote to
the running events.

Often, the action will slow at a field event because the competitors are away at a running event (which
does have priority over field events).  The workers can and will disappear if not warned ahead and
encouraged to stay.
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STAFFING THE MEET

Track is not like any other sport, youth or otherwise, when it comes to needing volunteers as officials to
conduct the meet.  Unlike soccer or baseball,  a track meet cannot be held with 3 or 4 adults.  As you
will see, it takes 30 to 60 people to conduct a track meet: thirty if you want to work a few people to
death and risk losing them from the program and 60 if you ask for reasonable commitments from each
adult (shifts, 2-3 hours each).

Securing the volunteers to conduct the meets will, in all likelihood, be your most challenging and
frustrating task as a board member or meet director.  The tasks of finding and training coaches and
board level staff will pale beside the effort you are going to put in for the meet officials.

The incentive that you and your organization have to find and train officials is to be able to conduct a
meet in an efficient manner and shorten the length of the meet. One of the primary complaints of
parents about our program is the amount of time they must devote each Saturday to the meets.

Hopefully, this chapter will give you some tips and information which will help you through recruiting and
training volunteers to run your home meets.

Staffing the meets properly is a result of three efforts by you and your club staff:

1. Recruiting and,
2. Training and,
3. Reminding

First, I will deal with some of the best suggestions from experienced club members of the conference on
how you can recruit the volunteers.  Remember, none of these methods are guaranteed.  What may
work for one club/community may not work for another. Further, you may need to vary your methods
from year to year even within your own club since the best excuses are developed after knowing your
system.

RECRUITING - I believe that getting the right type and quantity of meet workers on meet day is a
product of early season work by you and your club board.  For our club, I break the activity into several
separate tasks which can and should be done by more than one person.  This gets the best result
since none of your board is over worked, the job is more likely to get done, and it gives your club an
organized look.

First, You have to identify what types and quantities of meet workers you need.  The list at the end of
this chapter will give you a sample of what is used at Newbury Park. You may want to modify the list for
your club depending on its size and in some cases, the facility and number of field event areas you will
be using.

Secondly, START IMMEDIATELY TO FIND THE KEY MEET OFFICIALS. These are the few people
who will actually make your meet happen.  Without them, or any one of them, your job will increasingly
get more difficult.  The key officials are:

Meet Director
Referee
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Announcer
Starter
Finish Coordinator (Head Finish Judge/Timer)
Stager
Awards/recorder Clerk
Snack Bar (if you provide one)

These positions should not be combined if at all possible. I can't imagine a meet where any of the
above positions could be combined successfully, except the Referee and Meet Director if you had a
very experienced person.  These people should not have other meet official duties or, especially,
should not be coaches.

I have successfully used board members who are not coaching in these positions on meet day.
Typically,  board members are there anyway without other duties which conflict.

Thirdly, recruit the remaining meet workers. I suggest you do this as early in the season as possible. For
us, I have a "sign-up" sheet for each home meet at registration. As a part of the registration process,
one station is for parent sign-up as a meet volunteer.  I require that each parent who signs up a child to
volunteer for at least one position at each home meet.  If they won't or can't, then I don't accept the
child's registration into the club. It took a few seasons of conducting a meet with 30 or so to develop
the ability to turn down children into the program but I now consider it necessary.

By the way, as a reply to the "My schedule______" excuse I usually ask the parent if they EVER intend
to see their child run in the meets. The answer is inevitably a "yes". I then point out that being a meet
volunteer will only get them closer to the action, suggest a simple job for the first meet, and give them a
set of instructions to read. Most go along with the program but I have turned away 1 or 2 each season.

Some clubs have indicated that they either use or favor a monetary or other penalty for not
volunteering to help.  I have found that if there is no one to run the long jump on meet day, extra
money in the treasury is of little help. It is not possible to find a labor pool big enough to supply all or
even a majority of workers for the amount you could penalize non-workers and not drive members
away.  I am also very sensitive to providing a program financially accessible by all in the community. 
Perhaps a deposit, paid at registration, which is returned at season's end if they work the meet(s) ?  It
clearly doesn't solve the problem, and still doesn't provide workers, but it is a stronger incentive than
just reminders.

This is certainly an area for new ideas.  All clubs have the same problem in some degree.  I believe in
incentives as opposed to penalties.  Neither seems to work perfectly, probably because recruiting is a
"people" activity.

Some clubs use High School team members to help staff their programs.  If your club has a close
relationship with the High School, you may be able to get them to help.  I have found that, IF I can get
them to come to the meet as promised, they can be great assets.  If you get Track team members, they
will have a better knowledge of the sport than most of the parents.  I believe that, morally, the parents
are obligated to provide the labor to conduct their own children's meets, and I concentrate on getting
them involved first.  If your parent base is small, or more unreliable than most, you will need to pursue
other labor pools such as the High School, volunteer firemen, or even arrange with the visiting club to
take responsibility for a part of the meet.  Most clubs will gladly help.

One final word regarding the use of High School age meet workers:  Be careful in placing them in sole
supervision over an activity.  Most are not experienced with the safety issues concerning the children.
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Be sure to keep a list of who volunteered for what for use at the meet.  It can be a long time between
the sign-up and first meet to be worked.

TRAINING - If you are lucky, your first meet is an away meet.  This will allow the parents to see a meet
in action if they haven't yet.  If the first meet is away, I try to locate my key officials and get them to
watch the other club run the area they will be responsible for.

If your first meet is at home and most or all of your key meet officials are new, you may want to organize
a reduced format "practice" meet.  This will allow them to learn under a low pressure situation.  Most
coaches will support the pre-season meet as a time trial opportunity.  By the way, a "reduced" format
means not all events are run.  We run only the 100, 400, mile, 4x100 relay, and long jump.

I have also found that giving out an instruction sheet at the time the parent decides which position(s) at
the meets they want to work is of great help.  The instructions should be brief (1 page or less), not
written in a lot of technical track terms, and in a "step-by-step" format.

REMINDERS - Since most of the commitments to work the meets are made near the beginning of the
season, reminders need to be made as the home meets(s) approach.  Generally, this can take a verbal
or written form, or both.

Written notices are one form of reminder that works.  Some suggestions you can use: Post cards with
computer generated messages, mailed letters, or letters sent home with the children all with specific
messages, or a generic "flyer". Each has its own obvious unique advantages and disadvantages.

I take the sign-up sheets mentioned and enter them into a simple personal computer program that will
generate "stick on" labels with names, address, and a reminder notice typed on them.  We stick the 
labels on post cards and mail them out on Monday or Tuesday prior to each home meet.

If you decide to use a written message, make it strongly worded, even if it sounds as though it were a
reminder on a past due bill.  I use something similar to:

"                --  REMINDER  --

You volunteered to help at your child's track meet on ______
as a __________. Please report to _______________ at ______.
THE MEET CANNOT BE HELD WITHOUT YOUR HELP. If you cannot
honor your commitment, don't call the coach or a board
member, please get your own replacement.  If your child is
at the meet, we expect you to help. "

Another type of reminder that works is to make personal contact with the parents.  This can be done by
phone or in person.  If you have a large club, the personal contact method can be VERY time 
consuming and you will probably need some kind of committee to handle it.  We use the phone calls to
reinforce the mailed out reminders, especially to the key officials.  Phone calls work best 3-4 days prior
to the meet.

Be sure to prepare and bring that list of "who is doing what" for use at the meet.  If needed, use the
PA to remind them.
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The following table should assist you in determining the number of position required:

POSITION MIN MAX COMMENTS

Meet Director  1  1 Key Official

Referee  1  1 Key Official

Announcer  1  2 Key Official

Finish Coordinator  1  2 Key Official

Stager  1  2 Key Official

Starter  1  2 Key Official

Head Awards  1  2 Key Official

Snack Bar Chief  1  1 Key Official

Timers  6* 20*

Asst.Staging  1  4

Asst. Starter  0  2

Awards Table  3 12

Long Jump  2  5 Per Pit

High Jump  2  3 Per Pit

Shot Put  2  5 Per Ring

Starting Block Crew  0  2

Pre-Meet Field Crew  4  8 Can also work meet

Meet Day Set-up Crew  4 10 Can also work meet

Take Down Crew  4 10 Can also work meet

TOTAL 36 94

* Number of timers can be greatly reduced if a multi-recording device (e.g., Chronomix, or Seiko)
is used. You should consider what you will do if you are going to depend on this type of device and it
fails.
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MEET PREPARATION AND SET UP

The tasks listed in this section are those very specific things that must be done to prepare for EACH
home meet. Most of the tasks are the responsibility of the Meet Director but, depending on how your
club is organized, they may be done by other board members or he may be assisted by parent
volunteers, or, in some cases, the Meet Director may request that the facility do some of the work.

The tasks are listed in time oriented groups as to when they should be done prior to the meet: The
week before, the night before, and the morning of the meet.  If you can start any sooner, you should
do so.  It is sometimes hard to develop any real enthusiasm for pre-meet work, but these tasks are
absolutely essential to a successful meet.

Many of the tasks listed in this section require that one or more of the tasks listed in the Early Season
Preparation section of this handbook be done.  Before your first home meet, you should read that
section and review each task for completion to insure you can complete these tasks in time for the
meet.

- THE WEEK PRIOR TO MEET DAY:

Meet worker reminders
Mail out Order of Events
Equipment/supply check
Prepare mailing envelopes for results
Submit facility work order
Set up clip boards/equipment

- THE NIGHT BEFORE EACH MEET:
Track Preparation
Field event area preparation
Check rest rooms
Check trash cans
Equipment set up

-THE MORNING OF THE MEET:
Open and set up Snack Bar
Set up and test the P.A. system
Set up the Announcer's area
Set up Awards
Set up Staging
Set up the Finish Line
Set up the Hurdles
Set up the High Jump
Set up the Long Jump(s)
Set up the Shot Put area(s)
Open rest rooms
Open gates, parking areas
Check trash cans
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Officials meeting
Coaches meeting

It is difficult to make a very specific list that can be used by all clubs.  Most clubs will do all of the above
tasks in some form but it is very likely that your club will not do all of the tasks listed.  You may find that
one or more tasks may be combined into a single effort or, that the facility will do some of the above for
you as a part of the use permit that you will probably be required to get.

Now a brief, but somewhat detailed explanation of each of the tasks. Remember, the tasks are listed by
the LATEST time they should be complete and that some of them can be done earlier.  You should
start as early as possible, especially for your first home meet.

TASKS FOR THE WEEK PRIOR TO MEET DAY:

Remember, you must do these tasks for EACH home meet.

MEET WORKER REMINDERS: As described in the "Staffing" section, you will need to remind the
volunteers that they must help at the meet.  Whether you do this in writing or verbally, it is best done by
Tuesday or Wednesday of the week prior to the meet.  Reminders are essential since most of the
commitments are made months prior to the meet(s). A summary list should be prepared for each home
meet showing who is to work where. The list should be given to the Meet Director for use on meet day.

MAIL OUT THE ORDER OF FIELD EVENTS: You may not do this task.  The rules now require you
notify the visiting team of the order of competition for the field events IF you have more than one pit
(throwing area) for an event AND you will not compete boys at one and girls at the other (Alters the
order of competition).  The rules currently describe an order of (field) events for single and dual pit
facilities.

EQUIPMENT/SUPPLIES CHECK: This activity is concerned with the expendable items you need for
each meet. You need to check/replace/buy:

- Starters ammunition.  Make sure there is at least 100 rounds in the box          for the meet.
More is O.K.

- Ear protection (If you use the expendable type plugs) is in the                   Starters's box.

- Check the stop watches to see that you still have enough and they             work.

- Check/replace the radio batteries or, if you use the rechargeable             type, recharge them.
 Also check the radios to see that they work.

- Pre-package the ribbons. Optional task but some think worth the                effort. See the
Awards section for details.

- Locate/check the measuring tapes and other field event equipment.            They may have
been broken or lost since the last meet.
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- Locate the shot puts. If you don't have a separate set just for the           meets, start early to
insure they are available on meet day.

- If using a megaphone, check it/replace the batteries.

- Check the forms you will need. Copy/replace as needed so that you have          the following
recommended quantities:

Running event finish sheets     :  185-250
Field Event finish sheets     :  60-100
Varsity Score (Results) sheet    :  10-15
Event call sheet           :  5-10

- Check supply of pens/pencils. Make sure they work or are sharpened.

- Chalk to mark the track (if you have a dirt track).

- Buy snack bar items.

- If you use paper (lunch) bags to distribute awards, buy and mark them.

PREPARE MAILING ENVELOPES FOR VARSITY RESULTS:  As described in the Awards Table
section, preparation of the envelopes for mailing out the varsity meet results will reduce the amount of
effort after the meet is over and expedite the sending of the results to the other clubs.  See the Awards
Table section of this handbook.

SUBMIT FACILITY WORK ORDER: If your facility manager and crew will perform any of the preparation
tasks, it is almost always required that you submit a work order to the crew at least a few days in
advance,possibly more.  In the meeting with the facility manager, you should have determined what
they will do and how and when you must submit your request. You may also need to submit a request
to have things like the sprinklers turned off or the rest rooms opened or the lining equipment made
available.

If no formal written work order is required, it would be a very prudent idea for you to call the facility a few
days prior to the meet to gently remind them.

Whether or not a formal process is used or the facility work is supposed to occur automatically based on
the facility reservation, check to see that what you need or expect to be done has been finished.  Do
the checking enough in advance that you can get whatever was missed done before the meet.

SET UP CLIPBOARDS/EQUIPMENT:  There is more than the clip boards that can be set up.  In this
task you can not only set up the clip boards but box all of the equipment and supplies going to an area
in order to expedite meet day set up/delivery.

By reviewing the list of items by area in the appendix and by reading the individual sections in this book
on Staging, Starting, Announcing, the Finish Line, and Awards you can assemble all of the equipment
and supplies for each of the areas.  The clipboards can be set up as follows:
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On the Announcer's clipboard, put:

- A copy of the running events and a copy of the field events call                  sheets.
- If you use it, a copy of the "Schedule of Event Calls" sheet.
- A copy of the facility map.

On the Stager's clipboard, put:

- A copy of the running events call sheet.

On the Finish Line Clerk's clipboard, put:

- Approximately 25 Running Event finish sheets.  The remainder can                  be left
in a box or a rubber band put around them and delivered                      loose to the finish line.

On the Awards Table clipboards, put:

- One varsity Score (Results) sheet on each of 10 clip boards.  Fill                  out each
sheet to indicate varsity results for one of the                             age/groups (GG thru IB).  See the
Awards Table section for more                     details.

- On 1 clipboard, a copy of the Order of Events sheet.

On each field event clipboard, put:

- 10-15 Field event finish sheets.
- An Order of Events Sheet for that event area.
- A copy of the event rules from the Conference Rule book.

On the Meet Manager's clipboard, put:

- A copy of the "Items by Area" list.
- A copy of the meet volunteers list.
- A copy of the Order of Events sheet.
- A copy of the Announcer's call sheet.
- A copy of the current Conference Rule Book.

THE NIGHT BEFORE THE MEET:

In order to perform the many tasks necessary to prepare your facility for your home meet, you will need
two VERY important things:  People and equipment.

The pre-meet set up crew is essential.  You will need 4 or more people to help prepare the facility.

In addition to the people, you will need the following:

Marking chalk (4-5) Rake(s) Plumber's helper(?)
Broom(s)                 "Snap" line 6-12 rolls toilet paper(?)
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Shovel(s)                50' Tape Keys/Access

If you have a dirt track and will line it yourself, you will need access to:

Tug/Tractor Lane Marker Hose(s)
Drag             Hand chalker

TRACK PREPARATION: Unless you are lucky enough to have the use of an all-weather track, you will
need to consider the preparation of the track for your meet.  Even if your facility manager will do some
or all of the tasks for you, it is wise to check for completion.

Track preparation is always done the night before the meet because doing it before that may result in
having to do it again.  Do not be surprised, either, that you may need to "re-do" some of the
preparation tasks on the morning of the meet.  Gremlins (non-track type) seem to keep late hours.

In preparing a dirt track, you will need to:

- Drag the track.  The facility usually has the equipment and you will             borrow and
sometimes operate it.  It requires a vehicle (usually a tug           or tractor but can be anything able to
tow the drag), and the drag.  The           drag is usually some kind of chain link or heavy metal screen
material.

- "Rock" the track. A manual effort to walk around the entire running             surface picking up
rocks, glass, or any foreign material.

- Line the track. Again, the facility usually has the device, which is              either pulled
manually or towed behind a vehicle.  This puts the lane              lines around the track.

- Mark the Starting line(s), Finish line, staggers, and relay zones.  This           is a manual effort
usually with a small hand operated chalker.  If the             track curb is not clearly marked as to where
these places are, you                should have one of the facility crew who knows show you before you
try           to mark the track.

- If the weather is dry and windy, you may want to water (spray) down the           track so that
the markings don't blow away during the night.

FIELD EVENT AREA PREPARATION:  Each field event area you intend to use will need some
preparation work.  The field event areas are easier to prepare than the track surface. If you have a
minimum crew of 6 for preparation work, I would assign 4 to the track and 2 to do all of the field event
areas.  To prepare the different areas you will need to do or check to see that the following has been
done. Remember, if you have, for example, 2 long jump pits, you will need to do the tasks for both pits.

Long Jump area(s):

- Check the runway for debris. Remove any foreign objects and sweep the           last 10 yards
or so, especially around the take off board.

- Dig up the pit sand. Check for and remove any foreign objects or                 debris.  Move
sand from the end farthest from the board to the end                closest until the sand is level with the
top of the pit. Actually, you              should try to get the sand surface level and even with the take off  
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            board.

NOTE: You only need to dig up the sand about 8" to 12" down and for a                  length of
18' to 20'from the take off board.  This will be something like               14' to 16' feet in the actual pit.

- Sweep the sand off the pit boundaries and into the pit.
- You may want to water the pit down lightly.  Cats seem to prefer a dry           toilet.

High Jump Area(s):

- Check the run-up pad and surrounding area for foreign matter. If you           have a hard pad,
sweep it.

- Does the grass need mowing to be safe ?

Shot Put area(s):

- Sweep the throwing circle.
- Check the impact area for debris and remove it.
- Mark the throwing sector lines. See the Conference rule book for                dimensions, etc. 

You will need the hand chalker for this.
- Mark the distance arcs.  This isn't mandatory but will help meet day.            Start at 10 or 15

feet out and put an arc each 5 feet from one sector            line to the other.

CHECK REST ROOMS:  This is a last minute check of the boys and girls rest rooms for usability on
meet day.

- Do all of the toilets/urinals work?  If they don't, at this point you may           be in trouble.  If
stoppage is the problem, try a plumber's helper                    (plunger).  Next, put a panic call into to the
facility maintenance crew.           As an alternative, see if you can get another rest room open on meet 
          day.

- Are the rest rooms clean ? Paper on the floor or other trash can be           removed.

- Are they stocked ? Even if you have placed a work order with the                school, be sure to
check. It wouldn't hurt to bring 6-12 rolls of paper            just in case. On meet day, the paper could be
stored in the snack bar             until needed.

- Be sure to relock the rest rooms after you finish.

CHECK THE TRASH CANS: You may need to empty them or reposition them for your meet.  Do you
need extras ? You might consider bringing some large plastic trash bags on meet day to help if you
don't have many cans.  The bags may be taped to the backs of chairs or to the grandstand.  If you
want to collect recyclable cans or bottles, put out and label one of the cans or bags.

EQUIPMENT SET UP: The security at your facility will dictate how much actual set-up can be done the
night before the meet.  Normally, not much can be done, but if possible you could do the following to
ease your early morning set up chores:
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- Set up the staging area.  Place barriers, ropes, flags and or shade             tarps/awnings.  If
you use benches, they could be set up.

- Move the timers stand in place (if you have one).

- Set up the awards table shade tarp/awning.  You could possibly set up           the tables as
well.

- Set-up and check out the P.A. system, especially if it is secure in a            press box.  I always
want to know as early as possible if this most                 critical piece of equipment won't work.

- Put up any crowd control measures you will have. You may want to rope           off the shot
put area, long jump runways, finish line area.

- Set up the Snack Bar.  You could stock it and have everything ready to           turn-on the
next morning.

- Get the hurdles out.  You could either put them on the infield (off the           track) stacked in
flights by the where they will be set up, or you could           actually place them on the track except
lanes 1 to 3.  The hurdles are            run after the two mile run(s). The 2 mile runs are not in lanes after
the   start.

THE MORNING OF THE MEET:

You and your set-up crew should plan on arriving 1 1/2 to 2 hours before the meet.  The more people
you have and the more experience they have the later you can come. An hour and a half before the
meet is a late start.

Before you start, and assuming you have "boxed" all of the supplies and equipment for one area
together, simply deliver the "boxes" to the proper area.  As your crew arrives, point them to one of the
areas you have delivered to so they can begin.

- Open and set up the Snack Bar.  See the Snack Bar section is this book.
- Set-up and test the P.A. system.  Don't do this at 6:00 am or 7:00 am,           but do it early so

you have time to fix it or use a back-up plan if it              doesn't work.
- While you are setting up the P.A. system, set up the Announcer's area.           See appendix

and/or the Announcer's area.
- Set up the Awards area, including the shade tarp, tables, chairs,                supplies, and

clipboards.
- Set up the Staging area.
- Set up the Finish Line.
- Set up the hurdles if not done the night before.
- Set up the High Jump area(s).
- Set up the Long Jump area(s).
- Set up the Shot Put area(s).
- Open rest rooms.
- Open/close gates, parking areas.
- Check trash cans.
- Have a brief meeting with your key meet officials.  Discuss any last            minute problem
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areas, radio procedures, procedure changes, etc.
- Have a Coaches meeting 15 to 20 minutes before the first race.  At              that meeting you

might discuss:

- Who the key officials are.
- Order of competition at the field events if using more than one                   pit/area for an

event.
- Where the Snack bar, staging, announcer, and awards will be.
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AN NOUNC IN G

W HA T IS DON E HE R E - One of the very key offi cials of your meet w i ll  be the Announcer.  The A nnouncer
makes, via the P ubli c A ddress S ystem, the cal l s whi ch al ert the competi tors that thei r event is comi ng up,
w here to report, and in some cases even report results.  The announcer works closel y w ith the S tager, Fiel d
E vent Judges, Meet D irector,and Referee.  He/she also makes announcements for safety matters, requests
for parent volunteers, and anythi ng el se requi red for meet coordi nation.

W HA T Y OU  W ILL N E ED  - The fol low ing w il l be necessary for the Announcer:

      ___ A  W OR K IN G P ubli c A ddress S ystem.

      ___ A  w ork surface, li ke a table, and a chai r

      ___ A  cli pboard or other smooth wri ti ng surface i f not provi ded by the                w ork surface.

      ___ A  l ist of the Order of Events.  Must i ncl ude both runni ng and Fiel d                 events.

      ___ P enci l s or Pen.

      ___ A  "Schedul e of E vent Call s". This i s a separate item than the Order of               E vents.

The foll ow i ng are not absolutel y requi red but wi ll  add to your meet:

      ___ A  w atch.
      ___ If you are not i n voi ce di stance wi th the S tager, a R adi o.
      ___ W eather protecti on.  If you are not in a Press B ox. Meet days can be            hot, col d, wi ndy or all  of
the above.  Y ou may w ant to bri ng an umbrel la,            coat, hat, gl oves, sunscreen, or sun glasses.
      ___ A  map of the facil ity show ing w here things are done or hel d.
      ___ A  copy of your club records. Opti onal. H elpful  i f you i ntend to comment            on the events.

H OW  ITS DON E - The most i mportant and most numerous type of announcements that you w i ll  make are
the call s to the athl etes for each event.  There are three call s for each event and age/group. Often the cal ls
for tw o or more age groups for the same event wi ll  be combined because they wi ll  be competed that way.

The call s are referred to si mpl y as "First cal l", "Second cal l" and "Third cal l". They are spaced apart at given
i nterval s so that the competitors are al erted enough in advance that they can warm up, go to the toi l et,
compl ete an exi sti ng event, or fi nd the other relay members.  The target interval s are as fol low s:

         Fi rst C al l  - 15-20 mi nutes before the competitors are needed in staging           (runni ng events) or at
the event site (fi el d events)
         S econd Call  - 10 mi nutes before they are needed.

         Third C al l  - When they are needed i n S tagi ng or at the event. (about 10           minutes after the
second cal l )

In practice, the i nterval s w il l  alw ays vary dependi ng on how  late or earl y the meet i s running and how wel l
you and the S tager/Fi el d E vent Judges are abl e to antici pate when you need to make the First cal l for an
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event.  There are some suggesti ons for j udging w hen to make the Fi rst cal l for an event in the "Ti ps"
secti on.

The call s are general ly gi ven i n the fol l ow ing w ay.  The exact words show n need not be used, but they
shoul d provide a gui del ine:

   Fi rst C all  : "May I have your attenti on pl ease."
                "Thi s i s the Fi rst cal l for the Bantam Girl' s 100 meter dash."
                 (short pause)
                "First Cal l Bantam Girl' s 100 meter dash"

   Second cal l: "May I have your attenti on pl ease"
                "Thi s i s second cal l  for the B antam Girl s'  100 meter dash"
                (short pause)
                "S econd call  B antam Gi rl s 100 meter dash"

   Thi rd call  : "May I have your attenti on pl ease"
                "Thi s i s thi rd and final  call  for the B antam Gi rl ' s 100 meter dash"
                (short pause)
                "Thi rd and final cal l for the Bantam Gi rl' s 100 meter dash. Third and                   fi nal cal l. Pl ease
report to the staging area"

Often there w il l  be a need to make cal ls for more than one event at the same time. You may combi ne them
i n one announcement but you must keep them di sti nguishable. For exampl e,

        "May I have your attention please."
        "This i s second call  for the Midget B oys' 220 yard dash"
        (short pause)
        "S econd call  Mi dget Boys'  220 yard dash"
        (l onger pause)
        "This i s also first cal l for the Youth Girl s'  220 yard dash"
        "Fi rst cal l Y outh Gi rl s 220 yard dash"

C al ls for combi ned events can be done as foll ows:

        "May I have your attention please"
        "This i s second call  for the B antam Gi rl s and B antam Boys One mil e run"
        (short pause)
        "S econd call  Bantam Gi rls and Bantam B oys Mil e run"

INTER A CTION S - The A nnouncer i nteracts w ith several other meet offi ci als duri ng the course of the meet.
B y far the most contact w i ll  be w ith the Stager (C l erk of the C ourse) i n making the call s for the runni ng
events.  The Fi eld event Judges (or other meet offi ci al  li ke the R eferee or Meet Di rector i n their behalf) w il l 
also contact the A nnouncer to request the cal l s for thei r speci fi c event.

N ormal ly, you can make the first and second call s for a runni ng event w ithout the S tager requesting them.
Y ou can use the schedul e at the end of this section along wi th watching (if you can see it) the stagi ng area
to approxi mate the need for fi rst and second cal ls.  You must alw ays check w ith the S tager before you make
the third cal l for a runni ng event.

U sual l y, the Stager w il l contact you (hope you have a radi o i f you are not i n voi ce contact !) to make the thi rd
cal l for an event.
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The Meet D i rector and/or R eferee wi l l al so be requesting your services. They w il l  most often be transmi tti ng
requests from the fi eld event areas for cal ls but w il l also ask you to make announcements for other things
l ike requesti ng volunteers, to cl ear the infi eld, or that certain fund raisi ng i tems are on sal e.  If you have
probl ems or questi ons, and you wi ll , they are the ones to ask.  For some cl ubs, the Meet D i rector and
R eferee are the same person.

Field event Judges w i ll  someti mes come di rectl y to you to request that you make cal ls.  You should get to
know them at the begi nning of the meet so you can be sure the cal l s requested are actual ly needed.

The A nnouncer i s also the pl ace most of the athl etes and coaches w il l come to determi ne if a certain call 
has been made, w here to report for an event, or where an event is to be hel d.  A cquai nti ng yoursel f w ith the
facil i ty before the meet and keeping a record of w hat call s have been made w il l hel p.

There are different orders of events for dual  meets and the V arsi ty Fi nal s. If you are announci ng for V arsity
final s, pl ease review  the correct order and use it.  Dual meets and JV  fi nal s use the same order of events.

It is important that the proper order be foll owed. Si nce the order of events i s fixed in the rul es and cl ubs and
their athl etes someti mes j udge thei r arri val by a rough esti mate of when the event wi l l be held, changi ng the
order can cause an athl ete to miss an event.  Al so, much considerati on has been given to the order of
events to eli mi nate as much confl ict as possi ble betw een the fi el d and runni ng events for a particul ar
age/group, as w ell  as spacing out the di stance and spri nt events.

The running events are usual ly not the problem.  Often, a fi eld event j udge wi ll  try to al ter the order of
j umpers or throw ers because the group that shoul d be hel d next is not ready (possibly at a runni ng event
temporaril y).  D ON 'T DO IT!!  The announcer should feel  a responsi bi li ty to keep the meet on the right track
by cal li ng the Meet D irector or R eferee' s attention to any attempt to alter the order of events.

TIP S -

___ K eep the commentary to a mi ni mum !  The A nnouncer can add a great deal to the meet by making
commentary on events about to take place or are al ready in progress or on some outstandi ng performance
by an athl ete.  As the announcer, you mi ght consider before the race:

          - Letti ng the crowd know  w hat event i s about to take place.
          - Recogni zi ng an athl ete w ho is a past county champi on or record hol der.              State, Nati onal, or
Y outh Age Group record hol ders shoul d be                        announced.

       For events in progress:

          - Lap times for distance races.
          - Record performances i n progress.

       A fter the event is over:

          - The resul ts of varsi ty events, particul arl y the fi el d events w hi ch               are many ti mes hel d out of
view of the audi ence.
          - Cl ub record performances.

       If you deci de to make any commentary at all , remember to be fai r and              equi table to all  in the
race,both clubs, all  age/groups,  etc.

___ K eep a record of what call s you have made. Y ou wi ll  be constantl y asked "W hat cal l  do you have on the
____". U se the sampl e sheet at the end of thi s chapter.
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___ D o not al ter the sequence of the cal l s (events) w ithout first checking w ith the Meet D i rector or Referee.

___ Make al l cal ls i n ful l .  B e sure to state the compl ete event name and the age/groups being cal led. For
exampl e, i f the Greml in boys and Gi rls are runni ng in the same mi l e run, announce i t as "This i s the fi rst cal l 
for the Greml in Boys and Greml i n Gi rls One Mi l e Run", N ot just "Fi rst cal l, Greml in Mi le".

___ A l ways use an attenti on getter as your openi ng li ne for each announcement, somethi ng li ke "May I have
your attention, pl ease" . You can and shoul d change the words to prevent monotony but do keep some type
of statement before the main announcement to be sure the audi ence is al erted to hear the enti re  message.

___ S peak slowl y and di sti nctl y. Try not to mumble your words. NE V ER  assume the audience know s w hat
you are tal ki ng about.

___ In most stadiums, there is a del ay betw een w hen you speak i nto the mi crophone and when you w il l
hear your w ords over the P .A . Thi s can sound l ike an echo and be very distracti ng.  Try to ignore i t by just
concentrati ng on w hat you are saying. If that doesn't w ork, use earphones or earplugs.

___ On thi rd cal ls, alw ays use the "and final  call " statement. Al so, al ways gi ve the l ocati on for the athl etes to
report to.

___ B efore the meet, be sure you:

          1) Know who the key offici al s are and how  to contact them during the                  meet.
          2) Know where things are to be held (S taging, Rest rooms, snack bar,                  Fi el d events,etc)

___ Only take requests for announcements from the right offi cials.

___ If you are usi ng a radio, LEA VE  IT ON  A ND  TU RN E D UP  SO Y OU CA N  H EA R  IT !!!

___ If you have a choice of where to l ocate as the Announcer, try for an out of the w ay spot.  Thi s w il l
somew hat reduce the number of questi ons and i nterruptions.
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 AN NO U NC ER S C ALL SHE E T FO R  R EG U LA R SEA SO N  M EE TS & JV FI N ALS

 RUNNING EVENTS 

  2 MILE RUN
MG, MB 1 2 3

JG, JB 1 2 3

100M HURDLES
JB, JG 1 2 3

MG, MB 1 2 3
*1st,  JB=33 inch, 10 hurdles
**2nd JG=30 inch, 10 hurdles
***3rd MG 30 inch, 8 hurdles
****4th MB 30 inch, 8 hurdles

4X100M RELAY
GG,GB 1 2 3

BG, BB 1 2 3

MG,MB 1 2 3

JG, JB 1 2 3

1 MILE RUN
GG,GB 1 2 3

 BG,BB 1 2 3

MG,MB 1 2 3

JG, JB 1 2 3

400M DASH
 GG 1 2 3

 GB 1 2 3

 BG 1 2 3

 BB 1 2 3

MG 1 2 3

MB 1 2 3

JG 1 2 3

JB 1 2 3

100M DASH
 GG 1 2 3

 GB 1 2 3

 BG 1 2 3

 BB 1 2 3

MG 1 2 3

MB 1 2 3

JG 1 2 3

JB 1 2 3

800M RUN
GG,GB 1 2 3

 BG,BB 1 2 3

MG,MB 1 2 3

JG, JB 1 2 3

200M DASH
 BG 1 2 3

 BB 1 2 3

MG 1 2 3

MB 1 2 3

JG 1 2 3

JB 1 2 3

 GG 1 2 3

 GB 1 2 3

4X400M RELAY
 BG,BB 1 2 3

MG,MB 1 2 3

JG, JB 1 2 3

 FIELD EVENTS 

HIGH JUMP
 BG 1 2 3

 BB 1 2 3

 MG 1 2 3

 MB 1 2 3

JG 1 2 3

JB 1 2 3

LONG JUMP
 GG 1 2 3

 GB 1 2 3

 BG 1 2 3

 BB 1 2 3

MG 1 2 3

MB 1 2 3

JG 1 2 3

JB 1 2 3

SHOT PUT
JB (4Kg) 1 2 3

JG (6lb) 1 2 3

MB (6lb) 1 2 3

MG (6lb) 1 2 3

BB (6lb) 1 2 3

BG (6lb) 1 2 3

G = Gremlin
B = Bantam
M = Midget
J = Junior
(T = Tadpole deleted)
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STAGING

W HA T IS DON E HE R E - The S tager i s also known as the Cl erk of the Course and i s responsi bl e for
organi zi ng al l of the competitors i n an event into races.  H e/she is responsible for putti ng onl y the right
age/groups into competi ti on, separating varsi ty and j uni or varsity, determi ning the number of races needed,
placi ng the competitors i nto the races, and i n l aned races assi gning the lanes.  The Head Stager may have
one or more assi stants. The stagi ng area is only i nvolved in the runni ng events and i s one of the four key
areas in an effi ci ently run meet.

W HA T Y OU  W ILL N E ED  - The fol low ing w il l be necessary for the Stagi ng A rea and                       C lerk of
the C ourse:

___ A n Order of Events sheet. Thi s shoul d be the same one as the                   A nnouncer has.

___ C l ip board. To use wi th the Order of Events sheet to keep track of           the cal ls.

___ P en/penci ls.

The foll ow i ng i tems are not absol utely required but w il l  add to your meet:

___ A  Radi o. The more remote your stagi ng area is from the S tarti ng l i ne           and Announcer, the
more you need one.

___ Marker, col ored "see-thru"
___ A  tarp for shade.
___ B enches for the staged athl etes.
___ Fl ags on a rope or some type of barri er tape. U sed to mark off and           somew hat i solate the

runners bei ng staged.  Al most a necessity i f your           stagi ng area is in a congested area.
___ A  chai r for the S tager(s).
___ A  hand-hel d P .A . system (bul l horn).

H OW  IT'S  D ONE  - Just as w i th many of the acti vities at a meet, the S tager's are repeti ti ve.  Each age/group
event is handled almost the same way. Bri efly, the process foll ow s the same pattern event after event:

- Stager notifies the Announcer to make the thi rd call  for the event.
- Competi tors show up at the Stagi ng area.
- The S tager begi ns by separati ng the varsity from j unior varsity.
- The S tager determines, roughl y, how  to organi ze the event by deci di ng         w hat groups/cl asses

w il l be combi ned.
- The S tager assi gns the V arsity competitors to their lanes.
- The S tager determines the number of J.V . fli ghts.
- The S tager assi gns each of the J.V . entries to a fli ght.
- Wi thi n each J.V . fl i ght, the S tager assi gns l anes.
- The S tager sends each race/fl i ght to the starti ng li ne.

Thi s i s a general pi cture of the repetiti ve process each event requi res. As wi ll  be seen from the fol lowi ng
detai l  descri pti on, there are variations only in how the separate fl ights/races of the event are formed and
how  many fl ights are created.

The vari ati on i n staging between events i s dri ven by at least four factors: 1) The type of event
(l aned/non-l aned), 2)The age/groups i nvol ved, 3) The number of competitors, and 4): Common sense,
fai rness, and safety.
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Most of the deci si ons of the S tager are j udgmental  and no hard and fast rul es can be devel oped to gui de
him.  If any pri ority i s given to the above factors i n decidi ng how to stage an event, i t shoul d be the fourth
one, C ommon sense, fairness, and safety.

N ow  a detai led descri ption:

N OTIFY IN G THE  A N NOUN C ER  OF C ALLS: S uggestions on how to tell  when you need first and second
cal ls wi ll  al so be i ncl uded here.  A  practi ced announcer w il l  be abl e to anticipate your need for fi rst and
second cal l s but, in case he doesn' t, these suggestions wi ll  help.

First call - When you have just fi ni shed the staging of the                                current
event.

S econd cal l - When you send out the fi rst J.V. race.
Thi rd call - When you have 1 or 2 races left in the S tagi ng area                          or are

about (w ithin 5 mins) of needing the next race'                                       competi tors.

R emember, these are onl y rough guideli nes.  The fi rst call  should be gi ven about 15 mi nutes before you wi l l
need the runners for the event in staging.  If you wait unti l  the stagi ng area i s empty of the current event
before you have call s made for the next event, you wi ll  greatly l engthen the meet and not provi de the
competitors the proper ti me to warm up and get ready.  Y our obj ective i s a smooth flow  of entri es to the
stagi ng area: j ust enough to keep the starting l ine fed but not so far in advance that athl etes are kept i n
stagi ng longer than necessary.

THE  C OMP ETITORS  SH OW  UP : Thi s i s where havi ng an encl osure for stagi ng wi ll  help.  Onl y al l ow  the
athletes w ho are to be staged i nto the staging area: N o fr iends, coaches, or  parents. I only make an
exception for the Greml in coaches and onl y in the first coupl e of meets of the season.  Ask the others to
l eave the area. You w il l have enough confusion w ithout the extra bodies and questions.

S EP AR A TING TH E MAJOR  GR OU P S:  A lthough this i s w here the discreti onary part of the job begi ns, i t
i sn't as tough as it may seem. Lets assume a simpl e staging j ob: One age/group for one event and use the
Greml i n Gi rls 100 meters:

First, ask the varsi ty competi tors to move al l  to one si de of the area, or to a parti cul ar bench.  A t the same
time, be sure the JV' s move to the opposi te si de or other benches.

N ext, check to see that al l of the varsi ty runners have tags and that the tags i ndi cate they are varsity (
w ithout the col ored stripe) and that the JV' s also all  have tags marked for thi s event and that they are to be
JV.  Try to go by what the tag indi cates fi rst, unl ess i t is so confusi ng you can't deal  w i th i t and then try to
contact the appropri ate coach. (The coach i s probably nearby. If not, have an announcement made.) Use
your "see-thru" marker to correct the J.V . tags.

If you have mul tiple age/groups i n thi s stagi ng (you wi l l for some of the di stance events i n order to save
time), j ust separate the other age groups i nto varsity and JV  as i ndicated above, keeping the varsity of one
age/group separate from another at thi s time.

D ETER MIN IN G H OW  TH E E VE NT WILL BE  C ONTES TED :  This means how  you w il l group the varsi ty and
JV and age/groups you have for this event i nto races.
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A  simple staging j ob woul d result i n 1 varsity race and one or more JV  races for the same age/group i n an
event.  If at al l possi bl e, al l  the runni ng events shoul d be staged that way.

C ombi ning competitors from varsity and j uni or varsi ty and, i n some cases, by combining age groups in one
race, is a frequentl y used opti on of the Stager to expedite the meet. It can also be a w ay to create an
element of competi ti on where, because of the number of competitors w ho show  up for a parti cul ar
age/group/sex event, there w oul d be li ttl e or no competi ti on.  Thi s parti cul arly show s up i n the l onger
distances, ol der age groups, and hurdl es.

One combinati on of competi tors that al most al w ays takes pl ace i s to combi ne the Y outh and Intermediate
girls into one l ogical grouping. (Y outh &  Intermedi ate boys are al so grouped). Their varsiti es run together as
do their JVs.  Often so few  runners enter the 2 Mi le that al l age/groups and cl asses are often combi ned i nto
one race.

H ere are some guidel i nes to hel p:

- You must run al l varsi ty competi tors in one age/group i n the same             race.  You shoul d also
them as a separate race especi all y i f you have 4          or more entri es. There are exceptions to this rule,
how ever:

- If the total  number i n the event for the age/group/sex i s l ess than the          maximum for the event
(see the section fol l ow ing on formi ng JV  fl ights),          you may want to consi der combi ning varsi ty and JV.

- If all  of the varsi ty entries are from one team, A ND  the coach of that          team wants to run
against members of the other team. (Frequentl y                  happens i n events l ike the hurdl es w hich are not
heavi l y entered by most          teams and the coach wants some vari ety for hi s runners.). If this i s the
case, consi der runni ng JV' s w ith the varsity.

- If you have less than 4 varsi ty competi tors, consi der combi ning them          w i th other group(s) i n
the foll ow i ng order until  the race target or                 maxi mum i s reached:

- Fi rst, JV' s of the same age/group/sex.
- Secondl y, varsi ty of the next group i n the Order of Events.
- Thirdly, the JV' s of the next group.

- In combini ng di fferent age/groups consi der:
- Gi rl s and boys at certai n ages prefer and actuall y compete better i f          they are mi xed w i th ol der

or younger groups of the same sex.
- Try to "fi ll -up" the race by assi gni ng al l of the l anes/starting                  posi ti ons avai lable. Few er

races do transl ate to a shorter meet.

- The i mpact of combined races on the Fi ni sh Cl erk and aw ards is                   confusi on.  Thei r j ob
i s easier i f each race onl y includes one age/group          /cl ass.  It i s easi er for them to recogni ze JV' s from
varsi ty (because of          the col or stri pe) than i t i s to tell  at a quick glance that there are MBs          and MGs
i n the race since al l  they see are the tags.

A SS IGN IN G LAN ES : There is an i nvolved, traditi onal  seedi ng method and there is a si mpl er method which
i s suggested.

First the tradi tional  method: Lanes are assigned i n the foll owi ng order:

For the 100 and hurdl es : 4,5,3,6,2,7,1,8
For the 220, 440, & 880 : 2,3,4,1,5,6,7,8
 (and relays)
For the Mi l e and 2 Mi le     : 1,2,3,4,5,6,7,8.....

Thi s method requires that the runners be assi gned l anes starting w ith the fastest and worki ng to the sl ow est
from each team.  A s an example, i n the Gremli n Girl s 100 meters, the fastest entry from team "A " i s
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assigned to l ane 4, then the fastest from team "B" is assi gned to lane 5, the second fastest from team "A "
gets l ane 3, the second fastest from team "B" goes in l ane 6 and so on unti l  all  in the race have a l ane.

Much preci ous ti me can be spent tryi ng to find out who i s faster than w ho. The runners usuall y don't know  or
have varyi ng opi ni ons and the coach may not be there. If you don' t know who i s faster, thi s method has no
advantage over the si mpler method.

The suggested method invol ves onl y knowi ng what lanes are avail abl e, and how  many runners are i n the
race. Al ternate which team you start w ith, assigni ng any runner from that team to l ane 1 (or the first usabl e
l ane), then any runner from the other team to lane 3, al ternati ng betw een the teams unti l all  runners i n the
race have a l ane assi gned. W ith a smal l exception for the 100 meter dash and hurdles, the l anes are
assigned the same way: starting w ith l ane 1 (or 2) and usi ng the order 2,3,4,5,6,7,8.

In the 100 meters and hurdles, it i s desi rabl e that the runners be i n the mi ddle of the track, away from curbs
and fences. Thi s i s hard to describe but easy to do.  If, for exampl e you have 5 entri es i n a Gremli n Girl  100
meter dash, they w oul d be assi gned to the middle 5 lanes, e.g., l anes 3,4,5,6,7.

There are U SA TF rules and somew hat advanced practi ces for assigni ng lanes based on seed/quali fyi ng
times.  Si nce w e have nei ther seedi ng or qual i fying i n dual meets, they w il l  not be di scussed.

There are some w orthy notes concerni ng l ane assi gnments:

- The 880 i s show n above as run on a one-turn stagger. If your club runs          the 880 on a
"waterfall " (International ) starting l ine, use the same order          as the Mi l e and 2 Mi le.

- You may run up to 2 more runners i n the 880 (maki ng a total  of 10) by           pl aci ng tw o runners
i n lanes 6 and 8.  This w i ll  avoi d a second race.

- Often, due to the usage l ane 1 gets, you wi ll  be asked not to assi gn i t          unless necessary.  If
you have an 8 l ane track, use l ane 1 onl y i f you             have exactly 8 in a race.

- Avoi d assi gning runners to a l ane i f the l ane i s known to have hazards          (depressi ons, mud,
rocks, etc) or i s unsafe or di stracting i n any w ay.             Lane 8 is often not used due to its proxi mity to a
fence or boundary.

D ETER MIN E THE  N U MB ER  OF J.V. FLIGHTS :  This i s almost excl usi vely a concern for the l aned JV 
races.  Judgement by the S tager i s i mportant to al l ow  equal competition and the best chance for al l runners
to "ri bbon".

First, count the number of total J.V . entri es and consi der how many lanes are avail abl e for assi gnment. For
our exampl e, lets assume w e have 18 entri es i n the Greml in Gi rl s 100 meter dash and w e don' t want to use
l ane 1. We have several  opti ons:

1) 4 fli ghts of 4 and 1 fl ight of 2
2) 3 fli ghts of 5 and 1 fl ight of 3
3) 3 fli ghts of 6
4) 2 fli ghts of 7 and 1 fl ight of 4

A s you can see, the options are numerous.  The one opti on whi ch creates the best el ement of competiti on
w hi le al so creating the fewest number of races i s: 3 fl i ghts of 6.

Y ou can use thi s tabl e as a gui deli ne for the l aned races:

N UMB ER 
R UN N ER S N UMBE R  FLIGHTS
 1 to 3 C onsi der combini ng w i th V arsity. If not, 1
 4 to 10 800/880 RU N  IN LAN ES  ON LY : P ut 9th i n lane 6

and 10th i n l ane 8.
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N UMB ER 
R UN N ER S N UMBE R  FLIGHTS
 4 to 8 A LL OTHE R R AC ES : 1
 9 to 16 2, equal ly di vi ded
17 to 24 3, equal ly di vi ded

For the Non-Laned races, use the foll owi ng guideli nes:

N UMBE R 
R UN N ER S N UMBE R  FLIGHTS
 1 to 3 C onsi der combini ng w i th V arsity. If not, 1
 4 to 18 1, but as the number goes above 10 consi der

safety and the age of the runners i nvolved. The
younger and l ess experi enced they are, the few er
you put in a race. If you go to 2 or more races,
divide the races equall y.

A SS IGN IN G J.V .' s TO A  FLIGHT:  Di vi de the entries from each team as equal ly as possibl e between the
fli ghts.

If there w ere 5 entri es from one team in our exampl e of the Greml i n Gi rls' 100 meter dash (wi th a total  of 18
entri es), put 2 in the fi rst fl ight, 2 i n the second fl i ght and 1 in the thi rd.  The 13 entri es from the other team
w ould, i n a simi lar w ay, be di vided 4,4,5. (The 13th runner shoul d be placed i n the fl ight where the other
team onl y had 1 entry to make each fli ght bal anced wi th 6 runners.)

A SS IGN IN G J.V .' s TO LAN ES :  Thi s is done in exactl y the same manner as assi gni ng the varsi ty runners to
l anes.  Pl ease see that descri pti on.  The onl y extra note here is that the "fastest-to-slowest" assi gnment
pri nci pl e menti oned i s even less important in J.V .s.

S EN D THE  FLIGHTS  TO THE  S TAR TIN G LIN E:  Y ou can, by j ust l ooking, tell  if the starting l ine i s ready for
a race to be started. In all  but the 100 meters and 220 yards, you w il l  hol d the races i n stagi ng until  the li ne
i s ready for the next race.

In the 100 meter and 220 yard dashes, you w il l  need to send 2 or more races to stand behind the starting
l ine i n a sort of "secondary" stagi ng area.  Thi s i s done to expedite the meet for three reasons: 1) the
starti ng l i ne i s usuall y farther from stagi ng (generall y l ocated near the start/finish l ine, whi ch i s used for al l
other races), and 2) The meet can be greatl y expedi ted by having the next race ready to start as soon as
possi ble and 3) there are more 100' s and 220' s than any other race, intensi fyi ng the need to reduce the ti me
between races.

W hen you send the races out of stagi ng to the starting l ine, send the varsi ty race fi rst, then each J.V . fli ght.

If you have mul tiple age/groups staged i n the same event, send the races to the starti ng l i ne accordi ng to
the Order of events sheet you have: Fi rst varsity for age/group, then J.V . for that same age group, fol low ed
by varsi ty for the next age/group, and then J.V. for that group.

If the races are mixed by varsi ty and J.V . and have mixed age/groups, send the race w i th the varsi ty of the
first age/group to be run (according to the Order of Events sheet) (even though i t may contai n J.V .' s of that
age/group or varsi ty of another age/group). N ext, send the race w hich contai ns the next age/group/cl ass
w hi ch woul d run if they w ere al l separate races. For example, i f you had BG and B B varsi ty and J.V . staged
as fol lows:
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Fli ght 1 - BG varsity and J.V.
Fli ght 2 - BG J.V .
Fli ght 3 - BB  varsity
Fli ght 4 - BB  J.V.

They shoul d be sent to the starti ng li ne in the order show n.

INTER A CTION S -  A s menti oned earli er, the Stager, or C l erk of the C ourse, has a criti cal need to
communicate almost constantl y w ith the A nnouncer.  He/she al so interacts wi th the S tarti ng li ne/Starter by
sendi ng the runners to the l ine ready to compete.

S uggesti ons on w hen to contact the A nnouncer for the cal ls have al ready been discussed.  It i s i mportant
that the new Stager consi der that 1st and 2nd call s are just as i mportant as the 3rd. Experience i s the best
teacher on when to ask for 1st and 2nd call s.  Y ou can alw ays tel l  that thi rd cal l is due w hen the staging
area i s about empty of the current event.  An experienced Announcer can also hel p by antici pati ng for the
S tager w hen to make the fi rst and second call s.  Third cal l shoul d never be made wi thout posi ti ve contact
between the S tager and Announcer.

V erbal  contact w ith the starti ng li ne is usual ly not requi red, and i s pri maril y done w hen probl ems exist.
V isual  contact i s, however, a necessity. A properl y run stagi ng area can see the starting l ine and keep i t
fil led w ith runners i n fl i ghts so that there i s no delay i n the progress of the meet.  A lso as discussed, sendi ng
the ri ght number of races to the starting l ine i s i mportant.

One note of caution on sendi ng several  races to the start: B e sure that, if in w alking from staging to the
starti ng l i ne, i f the path of runni ng or fi ni shi ng must be crossed, do so careful ly so as to not i nterfere. An
adult escort hel ps.

TIP S -

- Try to locate your stagi ng area in a conveni ent pl ace to the                      start/fi ni sh li ne.  It al so
hel ps if the area is accessi bl e w ithout                  crossi ng the track or a fi el d event area.  W hen l ocati ng the
area, try to          consider as much of the foll owi ng as possibl e:

- Location rel ati ve to the Start/Fini sh l i ne. (Most of the races                    wi l l be sent there)

- The proxi mi ty to the remote starti ng l i nes. You shoul d be abl e to see          them.

- How you w i ll  communi cate wi th the A nnouncer. If not usi ng a radi o, pl an          ahead for runners,
or si gnals, or l ocate the tw o functi ons very closel y.

- Try to have tw o entrances/exi ts to stagi ng i f i t i s roped off: One to          al low  runners i n pri or to
bei ng staged and one for taking them out to the          starti ng li ne.

- Before the meet, wal k the track to see how  many l anes you have and how           many and w hi ch
are unusabl e.

- Al so before the meet begi ns, contact the Meet Di rector or Referee and          fi nd out about using
l anes 1 and 8.

- For Greml i ns only, try to fol l ow  w hatever suggesti ons their coach has          for assi gni ng that
coach' s runners to the J.V . fl i ghts.  By assi gni ng the          runners properly, a runner who has never
ribboned can do so.
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- Keep order w ithin the stagi ng area. C onfusion i s your w orst enemy.            K eep out those not
bei ng staged li ke parents, coaches, and fri ends !.

- Get at least 2 assi stants duri ng the 100 meter and 220 yard dashes to          w al k the fl ights to the
starti ng l i ne.

- When you place runners i nto fl ights and lanes, have them stand i n a            l ine one behi nd then
other, w ith one li ne for each fli ght.  W i thin the l ine,          the runner in l ane 1 shoul d be fi rst, lane 2 second,
etc. K eep them i n that          order and send them to the starti ng li ne in that fl ight/lane order.

- Use the foll ow i ng guidel i nes for maxi mum and target entri es in a race:

EVENT T ARG ET M AXI M UM NOT ES
1 00 ,2 2 0, 44 0 ,Relays 6 8 
8 80  Ya rd  Ru n 8 1 0 Assum ing  a  on e tur n sta gg er ed  st ar t . Pu t  9 th  en tr y in lan e

6  ( 2 in sa m e la n e)  a n d 10 t h en t ry in  lan e  8  ( 2  in lan e 8).  I f 
u sing  a "wa te rf all" st ar t , use  m ile  g uid e lin es. 

1  M ile  Run 1 2 1 8
2  M ile  Run 1 2 2 4
Hur dle s 6 8 Det er m in ed  by t h e nu m be r of hu r dler s a nd  hu rd les

a va ila ble.  La ne s 1  a n d 8 are  n o t ad vised  fo r saf et y
r ea so n s. 
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STAR TIN G LIN E

W HA T IS DON E HE R E -  The job of the S tarter and assi stant S tarter i s to see that all  runners i n a race are
given a correct, fai r, and equi tabl e start in the race. The S tarter and A ssi stant S tarter mai ntain control 
around the starting l ine area as wel l as are responsi bl e for gi vi ng the runners i nstructions on the
competition.  There i s al w ays a S tarter.  There wi l l sometimes be an assi stant or recall  S tarter. If there are
enough vol unteers, I suggest al so assi gni ng one additional  person to the starting l ine to w ork as the radi o
operator/stager to l eave the S tarter(s) to concentrate on their duti es.

The starti ng li ne official s, and especial ly the Starter, are very key meet positi ons that control the effi ci ency
and ti mi ng of your meet.

W HA T Y OU  W ILL N E ED  - The fol low ing i tems are needed by the S tarter/starti ng li ne:

___ S tarter's gun. If you have a recal l starter, you wi l l need one for hi m/her, too.  The club w il l usual l y
provi de the gun(s) needed. R ecent rule changes all ow .22 cal ibre as well  as .32. S ome cl ubs have used a
"cap" type gun w hi ch produces a .22 type report. A ny is acceptabl e that can be heard by al l  l anes in a
staggered start.  Cost of the ammuni ti on is the maj or factor in gun sel ecti on.

___ A mmuni tion. Provi ded by the club. The quanti ty you w il l use vari es each meet because i t i s dependent
on the number of races, false starts, etc. One hundred (100) shots per meet shoul d be avai l able and you
can expect to use a minimum of 75-80 per meet. Al w ays bri ng the extra ammuni ti on, you may need i t.

___ E ar protecti on. Find out i f the cl ub provi des ear protection. Even if they don' t B RING SOME THING!!
The S tarter w il l  be firing 80-100 shots a few  inches from hi s/her ear during the day and a heari ng l oss can
possi bly occur w ithout some type of protection, even if it's just cotton.

The foll ow i ng i tems are not absol utely required but w il l  add to your meet:

___ W histl e. Sometimes provi ded by the cl ub. U sed to gi ve the "Marks" and "S et" commands i n staggered
start races w here the voi ce wi l l not carry or the crowd noise i s high.  The whistle may al so be used to
communicate w ith the fi ni sh li ne if a radio i s not avai l able.

___ A rm "S l eeve". Thi s is a bri ghtl y col ored sli p on covering for the S tarter' s gun arm. It i s strictly a vi sual ai d
for the ti mers to fi nd and distingui sh the gun arm of the Starter from the background, especi al l y when the
S tarter is remote.

___ B ox. U suall y the fi shi ng tackle type. It i s used carry the Starter' s equipment and suppli es.  It shoul d
contai n not onl y the gun(s) and ammuni ti on, but some basic cl eani ng equipment and something to clear a
stuck brass case (obviousl y, not needed i f usi ng a cap gun).

___ Order of Events. Shoul d be the same as the S tager and Announcer use.  It hel ps the S tarter to know
remember) w hi ch events are comi ng and where the starting l ine w il l  change.

___ A  radi o. A real meet expedi ter w hen the starti ng li ne is remote to the finish l ine (100's, 220's).  It i s most
effici ent w hen the radi o i s used by the A ssistant S tarter to leave the Starter free to perform his starti ng
duties.

___ R ace Instructi on cards. 3x5 type cards wi th the i nstructi ons for the runners. Instructi ons vary by event
and are important si nce most of our competi tors are new  to the sport.
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___ Megaphone or other voi ce ampl ifi cati on. Opti onal item but w orth consi deri ng i f you don' t use the w hi stl e
on staggered starts.

___ S tarti ng Bl ocks. You need a l east 3 or 4 but pl an on providing 8. These are generall y suppl i ed by the
facil i ty.

The foll ow i ng i tems are not used exclusi vel y by the S tarter or starting l ine, but are needed in the conduct of
the running events (and I coul dn' t thi nk of w here else to li st them!):

___ H ammer. Make i t a heavy type, l i ke a sl edge hammer w hi ch wi ll  be used to pound in the blocks. Onl y
needed i f you have a di rt track.

___ W heel barrow  or cart. Used to move the starting blocks to the vari ous starti ng li nes. U sual l y provi ded by
the same source as the bl ocks.

___ Zone fl ags. You w il l need three each of tw o col ors, usual ly red and w hi te or red and green. They are
used for the rel ays by the zone j udges to i ndi cate readi ness and fai r or foul passes.

___ C hal k. Same color (whi te ?) as used to mark the track.  U sed to re-mark the starti ng, fi ni sh and other
l ines which become obli terated duri ng the competition. Be sure i t i s non-causti c.

___ H and chalker. U sed to remark the li nes.

___ H urdles. You w il l  need 10 per l ane and you should have enough to run at least 4 l anes (40 hurdles).
The hurdles must be capabl e of being set to 30" and 33".

H OW  IT'S  D ONE  -  There are three areas to cover for the Starter/starti ng li ne:

1) How  to start a race
2) Sampl e starti ng i nstructi ons
3) How  the Starter/starti ng li ne works using a sample scenari o

H OW  TO S TA R T A R AC E:  A lmost everyone is fami l iar w ith the commands to start a race. One or two
commands are al w ays given before the gun is fi red.  The commands are:

"Take your marks"

"Set"

B oth commands are gi ven for races up to and i ncl udi ng the 440 yard dash and relay races where the fi rst
l eg i s a 440 or less.  Onl y the "Take your marks" command is gi ven before the gun for races l onger than 440
yards.

The audi bl e commands are alw ays accompani ed by visual  si gnal s (pri mari l y di rected at the fi ni sh li ne
offici al s) gi ven by the S tarter.  The si gnals are:

- On the "Take your marks" command, the gun arm of the S tarter i s rai sed.         Al so, at thi s poi nt,
some S tarters move the other arm from the side i n a         "wi ndmil l" moti on, fi rst back , then around   i n a
circl e unti l their         fingers poi nt downw ard i n front of them.

- On the "S et" command, the arm opposite the gun arm i s rai sed.
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Indivi dual  styl es vary a great deal . The mi ni mum the Starter must do i s rai se the gun arm on the "marks"
command and the other arm on the "set" command.  On races where only one verbal command is gi ven,
the arms are rai sed as described for the tw o command start, except that the "set" command i s not given.
The arm si gnals are all  that the fi nish l ine offici al s have to al ert them that the start i s about to happen.

P OS ITION  OF THE  STAR TER :  The starter' s positi on w hen starti ng a race i s important to consi der.  H e
must del iberatel y choose a posi ti on to gi ve hi s commands that gives a clear vi ew  of al l of the runners in the
race A ND  he can be cl earl y seen by the fi ni sh li ne offi cials.  He must al so not positi on hi msel f so as to be i n
the w ay of the competitors. If possi bl e, he should al so consi der against what background hi s gun arm
appears to gi ve the timers the best chance to see the fl ash/smoke of the gun.  Often, movi ng a few  feet one
w ay or the other w il l  put the gun agai nst a better background.  H e should check w ith the fi ni sh li ne each ti me
he moves the start.

The S tarter should posi ti on hi s body w ith either hi s front or back square to the ti mers position.  This w i ll 
all ow  them to see both arms at al l times.  If he i s sideways to the fi nish l ine, the arm farthest from the fini sh
l ine can't be seen. It shoul d be remembered that the runners respond to the gun and voice commands.  The
timers need to see hi s arms so that a start i s not mi ssed.

S TA RTING C OMMAN D S:  The ti mi ng betw een the commands and when the commands are gi ven are the
singl e biggest probl em for new  Starters.

W hen all  runners are standing ready at the li ne, The Starter shoul d gi ve the "Take your marks" command.

Onl y after al l runners are at their marks A ND  NOT MOV IN G should the "S et" command be given. Thi s i s
extremel y i mportant i n the shorter races.  When the "set" command is gi ven, the starter shoul d w ai t
approximately tw o (2) ful l  seconds before firi ng the gun.  H e should only fi re the gun after tw o (2) full 
seconds IF al l of the runners are i n the "set" posi ti on and absol utely stil l .  If they are not ready or stil l, he
shoul d order them "off your marks" or to "stand up" and start the procedure over.

Obviousl y, if the race is one started wi th onl y one command, just change the "set" command in the above
paragraph to read the "Marks" command.

The commands shoul d be gi ven i n a tone and manner w hi ch conveys control  and authori ty but does not
i ntimi date or upset the runners. Si nce age group track has young chi ldren w ho are mostly new and
i nexperi enced, the S tarter should be sensitive to over doi ng it.

The w histl e may be used by the Starter w hen hi s voi ce may not be adequate to reach al l  competitors
equal l y.  Thi s can happen on the start of a 220 or 440 w here the S tarter may posi ti on hi mself i n l ane 8 or 9
w hi ch can be over 30 yards from the runner in lane 1.  V oi ce commands are al ways better, but if the w hi stl e
i s used, I suggest one longer blast for the "marks" command and a shorter bl ast for the "set" command.  If
you use a w hi stl e, be sure you expl ain i t to the runners before you use i t - or they may not react to it at all  !

One addi ti onal note for the Starter and starti ng l i ne crew . Order and some measure of quiet must be
mai ntained around the starti ng li ne to assure a fai r start.  Don' t be afrai d to hol d up the start until  the area is
under control . U sual l y a l oud and commanding "Quiet at the S tarti ng Li ne, P l ease" w il l  do i t.  S ometi mes,
crowd noise can' t be control led much. Ei ther hol d the race or use the w hi stl e. R emember, your j ob as
S tarter is to assure a fai r start.

FALSE  STAR TS:  Fal se starts are signal ed by the Starter or R ecall  Starter by a second fi ri ng of the gun.  If
any competi tor l eaves the starting l ine before the gun i s fi red, i t is a fal se start. A fal se start i s a j udgement
cal l on the S tarter(s) part. D on' t be afrai d to recal l a race, especial ly i n the shorter (sprint) races w here the
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start is very i mportant. A  cal l ed false start is l i ke a call ed strike i n basebal l ; there are al w ays other opini ons
by other i ndi vi duals. P racti ce wi ll  devel op the best judgement.

W henever there i s a fal se start, it shoul d be signal led i mmedi atel y. Del aying the gun w il l make everyone
else thi nk you w eren' t sure of your deci sion.

S TA RTING IN STRU C TION S : Not onl y do the rules requi re that certain instructions be gi ven before each
race, they shoul d be gi ven to assist the chil dren i n learning and understanding the sport and competi ti on. It
i s al so necessary if you have any di fferences in the way you run the competi ti on than it may be run by other
clubs (consider the many w ays the 880 is run). The instructi ons usuall y i ncl ude:

- Confi rm the race and age/groups in the event
- The l ength of the race: the number of l aps or some other pl ain engli sh          descri pti on of the

l ength.
- If thi s event is run parti al l y in lanes, where they may "break" for l ane          one.
- Rules specific to this event or your facil ity or the w ay you run the          competi tion.
- The starti ng commands you w il l  use.
- Recal l procedure.
- Ask for questi ons.
- As a courtesy, wi sh the competitors good l uck.

The S tarter w il l  need to give i nstructions to every event and every heat/fl i ght i n that event.  Monotony does
set i n. How ever, consistency i s one of the secrets to good starti ng.

A  couple of exampl es:

For the 100,220,and 440:

"This is the Greml in Boys varsi ty 100 meter dash."
"You w il l run the entire race i n your ow n l ane. Don't cross over the               white l ines or

run i n someone else'  lane."
"When you start, you must be behi nd the starti ng l i ne, not on or                over i t."
"When you finish, pl ease come back to the fini sh l i ne and stay in                your lane unti l 

they take your tag."
"I wi l l gi ve you two commands before I fi re the gun: The first wi l l               be "Take your

marks" and, w hen you are sti ll  I wi l l say "Set". W hen you               are stil l  agai n, I wi ll  fi re the gun."

N OTE: Here, i f usi ng the w hi stl e, you w ould expl ain how you w il l  use              it as a
replacement for the verbal  commands.

"If I fi re the gun a second ti me, i t means to stop and return to the              starti ng li ne."
"Are there any questi ons ?"
"Good luck to al l of you.  P lease stand behi nd your bl ocks (the                  starti ng li ne) unti l I

cal l you to your marks."

(At this point i n the 220,440 and relays you w ould walk the runners              up to thei r
staggered starti ng l i ne)

(Once the runners are at their correct starti ng li ne, you woul d               then contact the
finish l ine to ascertai n their readi ness)

For the 880,Mil e and 2 Mi l e:
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"This is the Youth B oys and Gi rls V arsity and J.V. One Mil e R un."
"This race is four complete laps around the track and you w i ll                   fi ni sh at the l ine

you are standing on."
"When the race starts, you may immediatel y break for the pol e (or              insi de lane)

provi ded you do not i nterfere w ith another runner. You               may then run i n l ane one for the rest of the
race."

"At the end of the third l ap, I w il l  fire the gun (or ri ng the bel l)               when the l ead runner
goes by to let you know  you have one l ap left."

"At the end of the race, please stay on the track until  they take              your tag."
"I wi l l gi ve you onl y one command before I fi re the gun. W hen I say              "Take your

marks", move up to this l i ne and be ready for the gun."
"If I fi re the gun a second ti me, i t means to stop and return to the              starti ng li ne."
"Are there any questi ons?"
"Good luck to al l of you. Relax unti l I cal l you to your marks."

W ith these tw o exampl es you can develop i nstructions for all  of the runni ng races.  P ay parti cul ar attenti on
to gi ving i nstructions in the rel ay races to descri be the zones, how  far each runner i s to run, and w ho and
how  far they must run i n l anes.  On the 4x100 relay, the i nspectors who take the runners to the actual zones
shoul d also poi nt out the zone marki ngs.

A  S HOR T SA MPLE S CE NA R IO: The acti vi ties of the starti ng li ne are the same for each race in each event.
They i nvol ve the same acti ons and i nteracti ons w hether the Gremli n Mil e or Y outh Boys 100 meter dash is
bei ng run.  The di fferences that devel op betw een the events are due more to the l ength of the event and
how  many you have of them. The need for effici ency is ampl ifi ed i n the shorter races because there are
alw ays more of them.

A  sample scenari o for the 100 meters, starting w ith the runners being pre-staged and sent to the starting
l ine:

- The runners are placed i n thei r lanes or starti ng order. Thi s can be          done by the Assi stant or
R ecal l  S tarter, if you have one.

In the case of the 100' s and 220' s, the succeedi ng races are "stacked" behi nd the starti ng li ne in
the order they are to be run. ( For other races, they must be hel d i n S tagi ng or at l east off the
track.) As the previ ously staged races are started, the race moves up to the starti ng li ne, runners
remai ning i n the l anes they were assigned.  W hen the race is next to start and the pri or race has
departed, the S tarter should, for Mi dgets and above, ask i f any desi re starting blocks. If they do,
the bl ocks shoul d be pl aced and set quickly. One or two extra adul t hel pers at the start to w ork w ith
blocks w il l  hel p avoi d del ays i n the meet.

- In the sprint races, after the blocks are set and the runners have had          1 or 2 practice starts,
the S tarter should gi ve hi s instructions. K eep           del ays to a mi ni mum.  In the 440 and l onger, the Starter
shoul d give his          i nstructions as soon as the last competi tor has fi nished i n the prior            race.

- If the Fi nish C oordi nator has not already indicated hi s readiness for          the race, the S tarter
shoul d then i ndi cate that at l east the S tarti ng           li ne is ready.  If the start i s remote and both have a
radio, the meet can          be expedi ted by the S tarter givi ng the number of runners in the race and          the
composition (age/groups i nvolved and varsity/j unior varsity mix).            Thi s w il l  assi st the fi nish l ine i n
assigning timers and being prepared to          properl y record the fi nish.
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- When the Finish C oordi nator i ndi cates the fi nish l ine i s ready, the             Starter can move the
runners to thei r proper starti ng li ne and i ndi cate          to the runners to stand ready.  The Starter should then
move to the spot          he w i ll  start the race from.

- The S tarter then gi ves the "Take your marks" command and proceeds           through the starti ng
sequence as descri bed above.

- The cycle starts over again.

A s indicated, the sequence i s essentiall y the same for every race in every event and age/group.  Obvi ousl y,
some differences exi st between the sprint and di stance races.

R emember, the S tarter and starting l ine are critical pl ayers in the meet and contri bute di rectl y to the l ength
of the meet. They shoul d prepare the next race for starting and be ready to start at the FIRS T i ndicati on that
the fi ni sh li ne is ready. Know i ng thei r duties and reducing the ti me betw een the races i s cri ti cal .

INTER A CTION S -  The interacti ons the Starter and starti ng l i ne have duri ng the meet have pretty w el l  been
descri bed earli er.  B asicall y, the starti ng l i ne gets the runners al ready formed into races from the stagi ng
area and sends (by the starting process) them to the fi nish l ine.

If the S taging area i s al ert and not havi ng problems, they w i ll  keep the starting l ine fil l ed w i th j ust the ri ght
number of runners/races.  If they send too many or not enough, the starti ng li ne shoul d contact the S tager to
make adj ustments.  Once a meet is running smoothly, there is not normal ly constant contact betw een the
S tagi ng area and the starting l ine.

The coordi nation w ith the fi ni sh li ne is, how ever, constant and on-goi ng. THE  CONTA CT W ITH  TH E FIN IS H
LIN E B EFOR E  E AC H  R AC E  IS S TA RTE D IS  ES SE N TIAL AN D C RITIC AL.  As mentioned, the S tarter can
assist the fi ni sh li ne by al so advi sing the fi ni sh prior to the race start of the number of runners i n the race
and thei r composition.

One note on contacti ng the fini sh.  Only the Finish C oordi nator (H ead Finish Timer/Judge) shoul d be i n
contact wi th the S tarti ng li ne.  Onl y he/she can be the si ngl e poi nt to assi gn ti mers and assess readiness.
Mul ti ple contacts are confusing.

TIP S -

- If you aren' t famil i ar w i th exactl y where each event i s started on the track,    get someone to show you
B EFOR E  THE  ME ET STAR TS !

- It w oul d be useful i f the S tarter w ere famil i ar w i th other marki ngs on the     track for rel ay zones, hurdl es,
  and the various staggered starting l ines.

- Get famil i ar w i th the Starter' s gun B EFORE  the meet. K now  how to load it,      cock i t, and how  to clear it i f
there is a stuck case duri ng the meet.

- Be i n command but don' t over do it. Y ou must balance your conduct to keep     control  of the runners and
the starti ng li ne but not inti midate the chil dren.    Try some humor w i th them (especi al ly the younger ones) to
get them to rel ax    and cooperate. It w i ll  al so break up the monotony for you.

- If the cl ub doesn't provi de a bright vest or somethi ng for you to w ear to      all ow the timers to easi ly see
you at a di stance, bring something. An          orange or red hat or bright shirt w il l  do.
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- Al ways keep a minimum of tw o rounds i n the pi stol  and get i n the habi t of       checking the pi stol  after
every race. It' s real  embarrassing and a great        w aste of ti me to di scover you are out of ammuni ti on once
the runners are in    the "set" posi ti on.

- Cock the pistol  before you gi ve the "On your Marks" command, not as you        rai se your arm.  Al so, keep
your finger out of the tri gger guard unti l you      give the "set" command. These acti ons w il l cut down fi ri ng
the pi stol  at the    wrong time and an embarrassment to you.

- Stand w ith your back or front square to the timers. They wi l l be able to see    both of your arms even at a
distance. R emember, they key on your arm            movements and often can' t hear your voi ce commands.

- Get to know the Fini sh C oordi nator by si ght and name before the meet. You    wi l l be worki ng very cl osel y.

- W ork qui ckl y but don' t rush. N E VE R rush the i ntervals of time betw een the     commands.

- The starti ng sequence shoul d not only be view ed as a set of actions/comma    nds w hich has a fi xed order,
but al so as havi ng a "timi ng" or "pace" w hi ch is    j ust as i mportant.

The part of the Starter's sequence w hi ch begi ns wi th asking the runners to stand ready (or "behi nd your
blocks") and ends wi th the firi ng of the gun shoul d never be started i n the mi ddl e.  Thi s i s most often
attempted by new  S tarters when there i s a problem after the "set" command has been gi ven.  The proper
action i s to ask the runners to "stand up" (spri nts) or "rel ax" and, after any necessary w arnings, start again
w ith "stand ready".
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FINISH LINE

W HA T IS DON E HE R E - The basic job i s si mpl e: to record the finish place and time for each competi tor i n
every race. Thi s area, and the job of the Fini sh Li ne C oordi nator are the most i mportant posi ti ons i n causing
the running events portion of the meet to run well .  Your entire meet w il l be judged on how  w el l  thi s area
runs.

W HA T Y OU  W ILL N E ED  - The fol low ing i tems are requi red at the Fi ni sh Li ne:

___ 1. Timers. It is expected that you w i ll  provide times and places for each runner i n every race so that,
as a minimum, the number of ti mers shoul d be equal  to the number of runners in a race. A  good
minimum is 6, the l aned races often need 8, and non-l aned races may have 12-15 in them. If you i ntend
to gi ve the timers a break, you w il l  need enough to w ork "shi fts" . You may al so want to have tw o sets of
timers duri ng the 100's and 220's. There are other infl uences on the number of ti mers in the "Ti ps"
secti on.

___ 2. S top W atches. I suggest a mi nimum of 8 but have a spare or tw o to cover the one that "wal ks
away" or the race wi th 12 in i t.

___ 3. Fini sh sheets. Obtained from the C onference, you use them to record the fi ni sh pl ace and 
times on.  I suggest a mi nimum of 185 but be sure to bri ng many extras, since you may use 
as many as 250 if tw o large cl ubs meet.

___ 4. P encil s. Bring more than 1. U sed to wri te fi ni sh ti mes on the stickers/resul ts sheet.

___ 5. Flags/Radio/W histl e - Used to communi cate wi th the starter when the starter i s remote to the
finish l ine (hurdl es, 100 meters, and 220's). The choice of method used i sn' t important but the abil i ty to
signal  that the starting l ine i s ready to time B EFORE  the race starts i s cri ti cal .  If you   use flags, you wi l l
need two colors, one for OK and one for not OK . Red and green or  red and w hite are commonl y used.
R adios are used by more cl ubs now  and provi de a positive w ay to l et the fini sh know  how many are i n
the race and/or what age groups are invol ved. Combi nati ons of methods are al so someti mes used.

___ 6. C li pboard. Used by the Finish C lerk to hold the finish sheets upon w hich the stickers are placed
and the ti mes are  w ritten.

___ 7. A  fi rst aid ki t. Most acci dents do happen at or near the fi ni sh.

The foll ow i ng are not absolutel y mandatory but w il l  add to your meet:

___ Fi ni sh li ne tape. Thi s i s not absolutel y necessary but i f you bring i t make sure i t is about 40 feet l ong
and i s not the type that w il l i nj ure the chil dren. White, yel low or orange are good colors.
___ A  raised stand for the timers to stand on
___ A  tabl e and chai r for the Finish C lerk
___ A  stapl er. U sed by the Fini sh C l erk
___ A  tarp or aw ni ng to provide shade
___ A  cool er wi th refreshments
___ Tags w hich i ndicate w hich place a ti mer i s responsi ble for
___ "R emai ning l aps" counter
___ A  bell  to sound the l ast l ap (i nstead of usi ng the gun)
___ V olunteers w hi ch hold the finish tape
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H OW  IT'S  D ONE  - Each race is handled separatel y and, hopeful l y, the same way. The general process is
done as fol lows in the sequence show n:

- Fi ni sh li ne gets prepared.

- Fi ni sh li ne announces to the S tarter that they are ready.

- Runners, w ith sti ck-on tags, are started in the race.  Timers start ti ming.

- As runners fini sh the race, ti mers stop thei r w atch (but do not reset it) and retrieve the tag of the runner
w ho fi ni shed in the place they are responsi bl e for.

- Ti mer takes tag and stop watch to finish clerk.

- Fi ni sh Cl erk pl aces tag on spot on fi ni sh sheet w hich corresponds to the pl ace of fi nish.

- Ti mer reads ti me to Fi ni sh Cl erk w ho records the time for that pl ace on the tag just pl aced on the fini sh
sheet.

- Fi ni sh Cl erk and Fi nish C oordi nator resolve any di screpanci es or probl ems.

- Fi ni sh sheet i s sent to the A w ards/Resul ts Tabl e.

The process now  starts over again w i th the fi nish l ine preparing for the next race.  The single most
impor tant factor  in deter m ining the length of your meet is the tim e between the finish of one race
and the start of the next.

B efore the process i s descri bed i n detai l , an important subj ect for new comers to the program: A ssi gni ng
timers to places N OT lanes. We assi gn ti mers to fi nish places for a few  very good reasons: Fi rst, assigni ng
timers to l anes only works i n a l aned event. For the non-l aned, a di fferent method (places) MUS T be used
and the sw i tchi ng creates confusi on in our inexperi enced timers. S econdly, A ssigning timers to l anes resul ts
i n total  confusi on i n resolving fini sh pl aces using the ti mes recorded, agai n, due to the experi ence of the
timers. Thi rdly, It has N E VE R w orked successfull y w ithout separate people to pick the pl aces in addi tion to
those ti mi ng, w hich no cl ub has ever been abl e to field.  If a choice of pri ority betw een provi ding times or
picki ng correct pl aces must be made, i n our program places are more important.  In fi fteen years i n the
program I have seen the ti mi ng of l anes tri ed numerous times: IT H AS  N E VE R W OR KE D 
S UC CE S SFULLY, E V ER  ! Confusi on reigns, fi ni sh pl aces are l ost, the meet runs l ong, etc, etc..
N ow , l et's add some i mportant speci fics to that general  process:

FIN IS H  LIN E  GETS  P RE P AR ED : Before each race, the Fi nish Line C oordi nator should:

___ S ee that he has enough timers to cover the number of entries i n the race. Try to have at least one
more timer than runners i n the race for back-up.
___ V eri fy that there i s a timer assigned to each place. If there are more timers than entries i n the race,
he assigns them to "back-up" other timers or can gi ve them a break.
___ R emi nds the ti mers to reset thei r watches.
___ S ee that the Fini sh C l erk has a fi ni sh sheet ready to record the results. If there i s voi ce contact w i th
the starter and there i s more than one age/group i n then race, the clerk shoul d have one sheet for each
ready and marked.
___ If a fi ni sh tape is used, see that i t i s i n pl ace.

A NN OU N CE  TH AT TH E FIN IS H LIN E IS RE A DY : Once the Finish C oordi nator has done ALL of the above,
he can noti fy the Starter that "the fi ni sh li ne is ready".  H e shoul d make sure that the ti mers'  attention i s
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directed at the Starter from this point until  the gun i s fired.  H e shoul d announce i n a l oud voice that "The
gun i s up" to the ti mers w hen the S tarter rai ses hi s gun arm (done w hen the "take your marks" command i s
given).

R UN NE R S AR E  S TA R TE D: The timers should di rect thei r attention at the "Gun i s up" noti ce to the gun of
the S tarter. They shoul d keep their eyes fi xed on the gun until  i t i s fired and start thei r w atch at the first si ght
of smoke - NOT A T TH E  S OU N D OF TH E GUN  !!!. They should then take thei r hands aw ay from the w atch
buttons or, i f the w atch i s on a lanyard around the neck, drop the w atch from their hands until  the finishers
approach.  This is to avoi d resetti ng the w atch or voidi ng the ti me. If the ti mer has a probl em, he shoul d
i mmedi atel y tel l  the Fi ni sh Coordinator w ho can assign one of the extra timers to that place.

FIN IS H  OF THE  R A CE : As the runners approach the fi ni sh li ne, the ti mer should pi ck out the runner i n the
place that ti mer i s assigned.  This is tougher than i t seems, especi al l y on the shorter races but if the timer
keeps hi s eyes fixed on the runners a decision can usual ly be made.

S ome i mportant thi ngs about fi nishi ng and timi ng:

- The w atch shoul d be stopped w hen the torso (the body from the bottom of the neck to the hi p bone or
crotch) crosses the first edge of the fi nish l ine.  B e careful not to time on hands or heads especial ly i f
there is a "l ean" by the runner.

- If the race is cl ose, keep your eyes on the runners. Y ou can stop the watch w ithout l ooki ng at it.

- If there i s a discrepancy and tw o timers pick the same runner for different places, the ti mer picki ng for
the better fi ni sh pl ace prevai l s.  Thi s w il l be dealt w i th more i n the Rules and Ti ps secti ons.

- The Finish C oordi nator should not assign him/herself to timi ng. Instead, he/she shoul d watch the
overal l fi nishi ng to help resol ve di screpanci es. R emember, hi s decision may be needed to resolve any
discrepanci es of place and/or time.

- In retrieving the tag, the ti mers shoul d be V ER Y careful not to dash onto the track after thei r runner and
col li de wi th another runner who i s sti ll  fi ni shi ng.  The best approach is to keep your eyes on the runner,
w ai t for a cl ear track, and go after the runner then. Take hi m/her w el l  past the fi ni sh li ne to retri eve the
tag to clear the fini sh l i ne for others. It al so helps i f the timer does not turn his/her back on the fini sh l i ne
w hi le coll ecting the tag.

TIMER  TA KE S  TAG TO FINISH  CLER K : This is pretty much self expl anatory.  A fter retri evi ng the tag, the
timer releases the runner and takes the tag and hi s w atch (w i th the ti me sti ll  recorded) to the Fi ni sh Cl erk.

If the Fini sh C l erk i s usi ng a cl ipboard (and not a tabl e) have hi m/her l ocated 10 or more yards past the
finish l ine and located off the track, usuall y on the i nfi el d side to take the results. If a table i s used, position i t
10-15 yards aw ay from the track and 10-15 yards past the fi nish l ine. This wi ll  reli eve the congesti on around
the fi ni sh, especi al l y if tw o sets of ti mers are being used.

One i mportant suggestion to expedite the process i s to have the ti mers approach the Fi ni sh Cl erk i n the
order of the position the are timing/picking.  For example, the Fi rst place ti mer's results are taken first,
second place is taken second,etc. R EGA RD LE S S OF WH IC H  TIME R IS  RE AD Y  FIR S T.  The cl erk needs
to mai ntai n some discipli ne here. Once the ti mer has gi ven the tag to the cl erk, he/she shoul d i mmedi atel y
l eave the area around the cl erk and not l inger to view resul ts. The ti mers shoul d not have AN Y rol e i n
resol ving discrepancies, that MU S T be the sol e responsi bi l ity of the clerk and Fini sh C oordi nator. The
discussi on under the "R esolving D iscrepanci es" heading gives some suggestions for handl i ng some of the
common discrepanci es that wi ll  be encountered.
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C LE RK  PLAC E S TH E  TAG ON  TH E FIN IS H S HE ET: Agai n, mostl y sel f explanatory acti on.  One sheet
shoul d be made out for each age/group and class in the race. For exampl e, never mix V arsity and JV  or
Girls and B oys of the same age/group. The sheets have pl aces for 8 fini shers. If you have more, just attach
a second sheet, mark it as "Page 2 of __" and mark over the finish places w i th the correct order.

TIMER  RE AD S  TIME  TO FIN IS H  C LE R K: The timer reads the ti me from hi s/her stop w atch exactl y as it
appears. That means that i f the time reads "14.42", the cl erk w ri tes down "14.42" on the S H EE T very close
to the tag. The ti mer then moves qui ckly aw ay from the clerk, resets the watch, and returns to the fi ni sh li ne
ready for the next race.

Once all  of the stickers have been recei ved and the times recorded on the sheet beside the sticker, the cl erk
then shoul d "round" all  of the ti mes and rewri te them onto the sti cker.  Rounding i s done because hand
times are onl y accurate to one-tenth of a second and i s requi red by the rules. The reason for the C lerk to do
the roundi ng is obvi ous: To si mpl ify the ti mers job to return them to the fi ni sh li ne as quickl y as possi ble and
to provi de a consi stent (hopefull y correct) method of roundi ng.

R oundi ng i s simple. Once the ti me i s recorded as "14.42", if the hundredths (or l ast digit. In thi s case the "2")
i s 1 or more, i t i s rounded to the next higher tenth. In our example, "14.42" becomes "14.5".  P lease note
that the roundi ng is done at 01, NOT at 05, as expected.  Rounding appl ies to al l  races of any l ength and
i ncludes relays.

R ES OLV IN G D IS CR E PA NC IES : There are several  common di screpancies w hi ch occur i n recording the
resul ts:

1) One that w il l  develop i s when you have more than one watch on a place.  Thi s i s resol ved (after the
roundi ng descri bed above) as foll ow s:

    A l l watches on a pl ace disagree -
         2 watches on one pl ace - use the sl ow er ti me
         3 watches on one pl ace - use the mi ddle ti me
    Tw o agree (after rounding) and 1 disagrees-
         use the time of the tw o whi ch agree

2) Another is that no time i s recorded for a given pl ace due to w atch fai lure or ti mer error.  There is a
great deal  of controversy if no time i s recorded for a runner, especial ly i f the performance in question
possi bly produced a record or personal  best.  The ONLY val id way to deal wi th an "N T" (N o Time) is to
record i t as such by entering a "NT" on the sticker.  S ome cl ubs have chosen to adj ust the know n time of
another pl ace fi ni sher by addi ng or subtracti ng ti me. I don' t suggest adj usting times.

3) Ti mes don' t agree wi th fi ni sh pl aces. For exampl e, third place has a faster ti me than that recorded for
second. Thi s occurs more often (almost excl usi vely) i n the shorter races or those i n w hi ch the finish w as
very close. U si ng rooki e timers i n a closel y finished race w i ll  al ways cause thi s to occur. There is no
patent w ay to deal  w i th this problem since it can be caused by a variety of factors.
    S ome possibl e sol utions that have been used/suggested fol low but common sense should be used
l iberall y:

- Sw ap the times so that the faster time goes to the better fi ni sh pl ace.
- Use the ti me of the better fi ni sh pl ace for that pl ace and add a pre-determined amount, say .1
second, to it for the next place regardl ess of how  far behi nd they fi nished.
- Record the time for the better place fi nisher and a "N T" for the other(s) i n question.
- look at the ti mes for the tw o places and how  they compare to the rest of the ti mes taken in the
race. Use the one whi ch appears most right and give an N T for the other.
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Qui te obvi ously, there are some benefi ts and many flaws in each soluti on.  The si ngle best answ er to
thi s probl em is to have more than one ti mer on a pl ace, especiall y 1-4 (the "aw ard" places) and prevent i t
from happening i f possi bl e. It al so helps to have a Fini sh C oordi nator who can quickl y appl y a decisi on
w here just he and the clerk are i nvolved and avoid long delays whi le the ti mers  argue and nothi ng
happens.  W hen the meet i s over and done, 99.99%  of those invol ved w il l  be more appreciati ve of an
effici ent meet w hi ch is over earl y rather than an absol utely accurate finish result affecti ng only 1 or 2
peopl e but which caused the meet to be 30 minutes l onger.

S EN D THE  FINISH  SH EE T TO A WA RD S : The Finish C lerk onl y needs to be sure that all  of the ti mes,
event, age group, and places are cl ear and readabl e before sending the sheet to A wards.

INTER A CTION S - As stated, the fi ni sh li ne is one of if not THE  most i mportant factor in a well  run and
effici ent meet.  If i t runs poorl y either by i tsel f or i nteracts negati vely wi th the other key areas, your meet w il l 
not go w el l .

The fi ni sh li ne interacts wi th tw o other areas constantl y during the meet. One i s the Starter and the other is
the A w ards/Resul ts tabl e.

A s explained in the "How i ts done" secti on, the Starter must not start the race until  the finish l ine i s ready. A s
a result, the fi ni sh li ne actuall y "paces" the meet by how  fast i t can record the results of the races. W hen the
starti ng l i ne i s remote to the fi ni sh li ne, the Starter can, when voice contact i s possi bl e, al so hel p the fini sh
l ine by gi ving them the number entri es are in the race (helps assi gn the ti mers avail abl e), and what
age/groups and classes (varsity/j uni or varsity) are i n the race before it begi ns.  Thi s wi l l al l ow  the Fi nish
C lerk to have the fi nish sheet, or sheets, ready i n advance and be prepared to separate the fini shers by
age/group, varsi ty and junior varsi ty or in any other w ay the competitors are mi xed. It wi l l el i mi nate much
confusion and delay i f the clerk knows w hat to expect.

A lthough this sounds quite cumbersome, i t i sn' t. Typi cal ly, as race resul ts are bei ng recorded by the clerk,
the S tarter contacts the Finish C oordi nator and states something l ike "In the next race we have 6 runners, 3
varsi ty and 3 JV' s" or "In the next race w e have 8 runners 2 B antam Gi rl s V arsi ty and 6 B antam Boys JV ", or
"In the next race we have 5 runners, all  Bantam Boys JV "

A fter assi gni ng the timers, checking thei r watches as reset, and that the Fi ni sh Cl erk i s about ready, the
Finish C oordi nator then re-contacts the S tarter and states "The Fi ni sh Li ne is ready". The race can then be
started.

Interaction i s simpl e w ith the Aw ards/Resul ts tabl e.  A s l ong as the results are readabl e and cl ear they are
sent as soon as possi bl e to the A wards/R esults tabl e.

TIP S - Here are some suggesti ons on runni ng your fi nish l ine effectivel y:

___ A l ways assi gn ti mers to pl aces N OT l anes. See the di scussion above.
___ Fi rst assign one ti mer to each place possi bl e i n the race. If you have more timers than entries i n the
race, don' t assi gn the extras to a place unti l  you are sure that the assi gned ti mers have gotten a "good"
start wi th thei r w atches.  Immedi ately after the gun goes off, any timer who has        a probl em shoul d
l oudl y announce "N o time for ____ pl ace !" The Fini sh C oordi nator can then assign one of the extras to
that place. If there are sti ll  extras, the Fi nish C oordi nator can, i n the fi rst few  seconds of the race, assign
the extras to "back-up" another place usual ly in the              foll owi ng order:

                 First extra  - 2nd time on fi rst pl ace
                 S econd extra - 3rd time on fi rst pl ace
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                 Thi rd extra  - 2nd time on second place
                 Fourth extra - 2nd time on thi rd pl ace
                 Fifth extra  - 2nd time on fourth place
                 S ixth extra  - 2nd time on fi fth pl ace

      This process w i ll  w ork w ell  except in the 100's. There you w il l need to         assi gn the back-ups
before the race.

___ A fter the ti mers have been worki ng for a w hi le gi ve one or tw o of the extras a break w i th the warni ng
"if you come back, others can take a break".

___ A t the begi nni ng of the meet and at any ti me you have new  timers, take the ti me to expl ai n how  the
w atch works, when to start the watch (smoke), when to stop the watch (torso), to keep thei r hands aw ay
from the w atch buttons during the race, and w hen to reset the w atch (after giving the ti me to the Cl erk).

___ The ti mers shoul d press the buttons of the w atch wi th their fi nger, not the thumb (fingers are faster
than thumbs).

___ N E VE R, NE VE R , NE V ER  l et the timers resolve a fi ni sh probl em. The cl erk and/or the Fi ni sh
C oordi nator ONLY  should resolve problems by themsel ves.

___ The ti me between the finish of the l ast runner in a race and the fi ri ng of the gun for the next i s the
real secret of w hy meets run l ong.  1-2 minutes between is very good, 3-4 i s a good target especi all y w ith
new  people, and anything l onger needs immediate improvement.

___ W hen you have many races of the same event, eg, the 100's, try to have two sets of ti mers. Y ou can
start the next race almost as soon as the l ast runner i s over i n the prior race. Ti me is gained because
w hi le the second race i s bei ng run, the pri or race resul ts are bei ng recorded by a fi rst      and
i ndependent set of fi ni sh li ne offi cials.  Safety can be a real  factor so al ways be sure the track i s clear
and that the fi nish i s cl ear as the second race approaches. This usuall y takes some practice by both the
S tarter and Fini sh Li ne C oordi nator but can be w orth the effort.

___ Y our Fi ni sh Coordinator shoul d be someone who i s not afraid to take control. Don' t go too far for
control types, how ever, si nce they can drive peopl e away.

___ N E VE R try to provide a time for a runner by adj usti ng the time of another competi tor by j udging how 
far behi nd or ahead the know n competitor they fi ni shed. TH ER E  A RE  NO K N OW N FAC TOR S WH ICH 
A RE  R E LIAB LE TO SA Y THA T A  GIV E N DIS TA NC E  E QU A LS  A N  A MOU NT OF TIME . Guessing
alw ays causes controversy, avoi d it.

___ D on' t all ow  the use of w ri st watches which have a stop w atch functi on.

___ R otate the assignment of the ti mers. Don' t alw ays have the same person time the same pl ace. If you
do you may loose the ti mer for 7th or 8th w hen then the third or fourth race i n a row  has no 7th or 8th.

___ Ti mers shoul d al l ow  the ol der female runners to remove thei r own tags i f they w ant.

___ The number of ti mers can be reduced i f your cl ub has access to a ti mi ng devi ce whi ch al lows
mul ti ple ti mes to be taken.  This i ncl udes the C hronomi x and S eiko type devices. This w i ll  al low few er
peopl e but you shoul d consider what you w il l do if the device fai l s.  A lso, remember that unl ess the
device i s started automati cal ly by the fi ring of the gun, and stopped automatical l y  el ectroni call y, the
times are sti ll  consi dered manual  and you need to round them.
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___ If you have a severe shortage of timers, contact the S tager to have him/her place no more than the
number of timers you have in the race.  B efore you do this however, you should make a strong effort to
recrui t enough timers, even from the visi ti ng cl ub.

___ Only the Fi nish C oordi nator should communi cate wi th the S tarter.  Mul ti ple contacts are confusing.

___ A voi d having one person ti me more than 1 runner.
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AW AR DS TA BLE 

W HA T IS DON E HE R E - Tw o thi ngs are done by the aw ards table: the recordi ng of the resul ts of al l events
and the making out and di stributi on of the aw ard ri bbons.  The Aw ards table is i nvolved in both runni ng
events and the field events.  The A w ards Tabl e i s also the only area that has a duty after the meet w hi ch is
to di stribute the resul ts sheets to the other league cl ubs.

W HA T Y OU  W ILL N E ED  -  P lan on provi ding the foll ow i ng i tems at the A wards Tabl e:

___ A w ard ribbons.  Y ou w i ll  need approxi matel y 280 each of first through fourth ri bbons.  If partici pati on
ribbons are given onl y to Greml ins, you w il l need 150 of them as w el l.  If parti cipati on ri bbons are gi ven
to al l  age groups, pl an on usi ng 580 per meet.  You should al ways bring extras of all  types of ribbons
since mi stakes and ti es can requi re addi tional  ribbons.

___ V arsity results sheets.  These are al so know n as Score sheets. Y ou wi ll  use 10 but bri ng extras.

___ P ens/pencil s. You w il l  need 2 per person at the tabl e. P ens are preferred.

___ P aper bags or somethi ng to di stribute awards i n. Pl an on 1 per age/group per team, or a quanti ty of
20. Y ou may use less dependi ng on how the teams want the distri bution of ri bbons handl ed.

___ One large or two smal l  tabl es for the awards cl erks to w rite on.

___ C hai rs. P lan on 3 to 6.

The foll ow i ng i tems are not absol utely required but w il l  add to your meet:

___ Order of Events sheet.  Used to keep track of the events ribboned.
___ S cotch tape.
___ C l ipboards. You shoul d plan on 10, 1 per age/group varsi ty and place Varsi ty resul ts sheets on
them.
___ S hade tarp i f your aw ards table is out in the open.
___ Folders and a fi l ing system to keep track of the resul ts sheets.
___ R i bbons, prepackaged by event w i th 1st thru 4th ri bbons.
___ C ool er wi th refreshments.
___ 1 Red and 1 Green fel t tip pen for each aw ards cl erk.
___ E nvelopes addressed and stamped to mail  results. You don' t need these at the meet, but wi ll  use
them after.

S TA FFING: The A wards tabl e shoul d be staffed by a mi ni mum of three (3) and up to 5 or 6 cl erks to assi st
the C hief C lerk. A  runner is al so needed to bring the fi ni sh sheets from the fini sh l i ne and the fiel d event
areas.  You should pl an a second shi ft for the clerks and runner to rel ieve the first group about hal fw ay
through the meet. See the "S taffi ng" section of the hand book.
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H OW  IT'S  D ONE  - The A wards tabl e activiti es can be broken dow n into the fol l ow ing steps:

B efore the meet,
   1. Prepackage the ri bbons (optional ).
   2. Set up envel opes for mai l ing the results (optional ).
   3. Set up the A wards area.

For each event,
   4. Obtai ni ng, i nspecti ng and accepting the event results sheet.
   5. Recordi ng pl aces and performances on the awards ri bbons.
   6. Recordi ng event results on the S core Sheets.

Throughout the meet,
   7. Di stributi ng the ri bbons.

A fter the meet,
   8. Mail  the resul ts

P RE PA C KA GE  TH E R IB BON S: This effort is opti onal but w i ll  greatl y expedi te the meet day acti vi ties.

In order to prepackage the ribbons, you w il l need the supply of ri bbons for each fi ni sh pl ace.  The ribbons
are obtained from the C onference before the season.  Make a bundl e for each event consisti ng of 1 ri bbon
for each pl ace 1st thru 4th. Y ou should make about 205-210 bundles and leave the remai nder separate.
The number of bundles you wi ll  use i s not predictable due to the variance i n the number of JV  races and the
number of JV entri es (w hi ch is not controll ed) i n the fi el d events. Bri ng al l of your extras to the meet.

Making out the backs of the ri bbons can be done in advance but is ri sky.  If that particul ar event i s not run,
the ri bbon(s) are useless. If fil led out wi th more than the date, confusi on and del ays can be caused on meet
day i n l ooking for the correct bundl e when trying to ri bbon an event.

P lan on bri nging the parti ci pation ribbons separately. S ince the parti cipati on ri bbon is gi ven to al l 
competitors i n an event (every race) w ho fi ni sh fi fth or after, the number needed i n each bundl e w il l  vary a
great deal .  Al so, i f your club adopts the procedure of havi ng the timers pl ace the tag of the 5th to l ast place
finisher i n each race on a ribbon, you may not need to make out partici pation ribbons for the runni ng events.

S ET U P  THE  EN VE LOP ES  FOR MAILIN G RE S ULTS : Conference rul es requi re the mai li ng out of meet
resul ts by the Monday that fol l ow s the meet. It is usual ly the Chi ef A w ards Cl erk's responsibil i ty to see that
each of the other cl ubs i n the conference receive a copy of the R esults (or Score) Sheets.  B y addressi ng
and stampi ng the envelopes before the meet, i t reduces the burden after each meet and wi ll  greatly
expedi te the mai li ng process.

S ET U P  THE  AW AR D S AR E A: You shoul d consider the fol low ing i n setti ng up your aw ards tabl e:

1. If you are not usi ng the press box or some other pre-establi shed location for aw ards, l ocate the area
near the fi ni sh li ne. Most of the results w il l  come from there.
2. Set up the shade tarp, tabl es and chai rs.
3. Fi nd the A wards tabl e staff and assign them to an activity. A suggested assignment is:

         2 (or more) Cl erks to the ribbon preparati on
         1 Cl erk to the V arsity results recording
         C hief A wards C lerk to checking resul ts and resolving problems.
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         1 Runner to go to the fi ni sh and fiel d event areas. The runner w il l               most often go betw een
the fi ni sh li ne and the aw ards tabl e.

4. Set up the cl ip boards wi th a Varsi ty resul ts sheet on each.  C ompl ete the sheet(s) as i ndicated i n
these instructi ons.

5. Contact the H ead C oaches or other representative from each team to find out w ho they want
authorized to pi ck up the aw ards and, how  they w oul d li ke their pi ck-up bags set up. Set up the bags at
the A w ards tabl e.

OBTAIN IN G, IN SP E CTIN G, AN D  A CC E PTIN G THE  RE SU LTS  S H EE TS :

1. The event resul ts are brought to the A wards tabl e from the fini sh l i ne (runni ng events) and the fi el d
event areas.

2. The C hi ef Aw ards C lerk inspects the sheets for clari ty of fi ni sh pl ace and performance (ti me, distance,
hei ght).  Look for:

- Are there any obvious errors as to fi ni sh pl ace versus marks achi eved ?
- Is V arsity or Junior V arsity clearl y marked ?
- Are all  of the tags on the sheet for the same class (V arsity or JV) ?

If there i s a problem w ith the sheet, send it back to the responsi ble area for correcti on or
clari ficati on.

3. Once the results sheet is accepted, check off the event on an Order of E vents Sheet to make a record
that the results have been received.

R EC OR D IN G R ES ULTS ON  RIBB ONS : Each race (not event) is ribboned separatel y and i ndependentl y
from any other.

1. Assign a mini mum of tw o awards cl erks to ri bbon writi ng.
    N OTE : It is best to have one person do al l  the ri bbons for 1 event and alternate to whi ch cl erk resul ts
are gi ven. The more clerks you have the faster the events can be ribboned.

2. Gi ve the results sheet to a cl erk. On the ribbon tag provi ded, record the appropri ate athl ete's name
(Last,First), Di vision, Cl ass ( V or JV  ), C lub, the event, and mark achieved.  B e sure to use the correct
place ri bbon.

3. Parti ci pation ribbons are al so required for all  age/groups, not j ust Gremli ns. The Parti ci pation ribbon i s
given to al l pl aces beyond fourth pl ace IN EA C H RA C E. The parti ci pation ribbons are completed the
same w ay other ribbons are done w ith the excepti on that the finish place need not      necessari ly be
recorded.

The A w ards tabl e should be aware that the ribbons are one of the pri mary sources for the coach i n
recording an athlete' s progress.  A l l event stickers, V  and JV shoul d be kept and made avai labl e to both
clubs to recover marks for those who did not place 1st - 4th.

A DD ED  NOTE : In i ts considerati on of 1989 season rul e changes, the conference has adopted a rule
w hi ch requi res parti cipati on ri bbons i n all  di vi si ons.  This al low s a vehicl e for recording all 
performances,regardl ess of fini sh pl ace, cl ass or divisi on.

4. Once the ribbons have been w ri tten, pl ace them i n the appropri ate team bag.  If an extra person i s
avail abl e, have them di stribute the ri bbons in the bags.
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5. The results sheet is then passed to the cl erk w ho wi l l record the results on the score sheets.

R EC OR D IN G R ES ULTS ON  SC OR E  S HE E TS :

1. Assign one person to record al l resul ts on the score sheets.

2. Before the meet begi ns, fil l  out one score sheet for each di vi sion varsi ty resul ts.  Compl ete the form by
fil li ng in the date, location, home and visiti ng teams. Put one of the sheets on each cl ip board.

3. Usi ng the appropri ate score sheet, record the results for the event by enteri ng the athl etes'  names,
mark, and team.

4. If you are keeping a fi le of the event sheets (w hi ch is recommended), fi l e the sheet.

5. At the concl usi on of the meet, get both the home and vi si ting coaches to si gn the sheets and gi ve
each one of the copi es. Y ou keep the master to make the copi es for the other clubs.

D IS TR IBU TION OF TH E R IB BON S:

1. Be sure that only the authorized person(s) pi ck up the ri bbons.  Athletes should not be al low ed to pick
up ri bbons or be all owed to exami ne them whil e they are at the Aw ards Table.

2. As the authorized person pi cks up the ri bbons, ask them to check the ribbons for any errors.

3. Keep the event fi nish sheets avai labl e to resol ve any questi ons or errors.

    A ny questions on resul ts or marks whi ch can not be resol ved by an exami nation of the event resul ts
sheets should be referred to the Chi ef A w ards Cl erk. Thi s wi l l keep the acti on at the tabl e movi ng al ong.

4. If you have any completed ri bbons at the end of the meet, you can mail  them to the vi si ting club w ith
the meet results.

It shoul d be noted that the Aw ards Table does not have the authori ty to change any fi nish resul ts on the
events sheet. Questi ons beyond the accurate recordi ng of the resul ts from the event fi ni sh sheet to the
S core Sheet and/or ri bbons should be referred to the Referee.  The A wards Tabl e can only correct thei r
own cl erical errors.

D IS TR IBU TION OF TH E MEE T R ES ULTS:

C onference rules require the home team to mai l  the varsi ty results (Score) sheets to the other clubs by the
Monday fol l ow ing the meet.

If you have set up your envelopes prior to the meet as w as suggested, the task of mai l ing out the resul ts is
greatl y reduced. U si ng whatever copying facil i ti es are avail abl e, you need onl y to make 9 copied sets (1 for
each of the other teams).  Y our team w il l  retain the masters.  Insert a complete set i nto each of the
envel opes and mail  them.
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HIGH  JU MP 

W HA T IS DON E HE R E -  A s a coordi nator or hel per i n the hi gh jump event, you w il l  take age/groups in a
speci fied order through thei r j umps, measure and record thei r efforts, determi ne fi nal  fini sh pl aces, and
report the resul ts to the Aw ards table.

W HA T Y OU  W ILL N E ED  - The fol low ing i tems are requi red for the H igh Jump:

___ H i gh j ump cross bar. One i s a mi ni mum and tw o are recommended in case the fi rst i s broken or
damaged.  A  round fi bergl ass bar wi th N oftzi ger tri angle end pi eces i s recommended.  The triangular steel
cross bar i s not to be used.

___ Tw o (2) adj ustabl e hi gh jump standards.

___ Landing mats. Must include cover i f designed to use one.

___ A  non-stretchi ng measuri ng tape, at l east 6' /2 meters long.  Must show metric measure-ments
and can be steel  or fiberglass.

___ C l ipboard

___ P en/penci ls

___ Fi el d E vent resul ts forms. You w il l need at least 16 but bring extras.

The foll ow i ng i tems are not absol utely required but w il l  add to your meet:

___ A  radi o or a runner to maintai n contact wi th the A nnouncer.
___ E xtra blank stickers.
___ A  colored "see-thru" marker. U sed to mark sti ckers as J.V.
___ B room
___ D uct tape. U sed to cover exposed buckles or cl asps on mats.

H OW  IT'S  D ONE  -

P RE PA R IN G THE  A R EA :

1. Set up the l anding pads and standards at the back of the apron.  The standards are to be
centered on the pad and are separated by 13'1.5" to 13' 3".  If the standards are the type w hi ch have a ledge
for the cross bar (i nstead of placi ng the bar on top of the standard), the l edges should be turned so that they
face each other. Thi s w il l  all ow the bar to fall  to the front or back (toward the pit).

    If, when you place the bar on the standards, the standards are further than 13' 3" apart, you are
probably using a pol e vaul t cross bar.

    Once you have pl aced the standards and measured them, put the cross bar up on the standards.
Turn the bar on each of the three si des of the tri angul ar end (cal led a N oftzi ger ring) and observe whi ch
placement provi des the most even bar that doesn' t sag or bow  upward.  P lace a mark on the side of the end
piece which faces tow ard you and pl ace the bar up thi s w ay throughout the competi ti on. U se your marker or
a piece of tape to mark the end piece.
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2. Sw eep the apron, payi ng particular attention to the areas where the athletes run up to the bar
and w here they plant for the j ump.  Be sure to consider both ri ght and left si de approaches.  S w eepi ng the
apron of l oose matter prevents sl ipping, parti cularly for the B antams or others w ho do not wear spikes.

3. Check the buckl es and straps on the l anding mats to make sure nothi ng is exposed that w i ll  cut
or scrape the athl etes.  D uct tape can be used to cover anything that needs it.

4. Set up your cli p board for the fi rst group by fil li ng out an E vent Resul ts form and assigni ng your
hel pers to each si de of the pi t, adj acent to the standards, to replace the bar w hen knocked dow n.

R UN NIN G TH E  E VE N T:

1. Al l  fiel d events begin at 8:30am.  The order of competi ti on at the high jump is Bantam Gi rls,
B antam B oys, Mi dget Girls, Midget B oys, Y outh Gi rl s, Youth B oys, Intermediate Gi rls and Intermediate
B oys. TH IS  OR DE R  A SS U ME S A  ONE  PIT FAC ILITY . If your cl ub uses tw o pits, you w il l  probably compete
Girls at one pi t and Boys at the other, but you shoul d check wi th the Meet director or R eferee before the
meet.

    If you do use tw o pits, the preferred order is BG, MG, Y G, IG at the Gi rls pi t and B B, MB , Y B, and
IB at the boys pit.

    D ependi ng on the number of competi tors, the j udge can combi ne boys and girl s but usuall y does
not combine age groups.  P arti cul ar attenti on shoul d be paid to the correct starting hei ght i f groups are
combi ned.

2. In dual  meet and J.V . final s, the fol l ow ing starti ng heights are used (heights show n i n meters):
DIVISIO N G IRLS BOYS

BANT AM  1. 10  1. 15 

M IDGET  1. 20 1 .3 0

YOUTH 1 .3 5 1 .5 0

I NT ERM EDIATE 1 .3 5 1 .5 0

    A t varsity final s, the starti ng height is fi ve(5) cm bel ow varsi ty standard for that age/group - OR  -
five(5) cm lower than the lowest petitioned entry w hi chever i s low er.

3. When ini ti al l y setti ng the cross bar and, at any new  height, the bar should be placed on the
standards and  measured/remeasured wi th the measuring tape.  The marks on the standards should  be
used onl y as a gui del ine. Measurements are taken from the apron to the lowest poi nt of the top of the bar in
a perpendi cul ar li ne.

4. Athletes should report on third cal l to the event al ready warmed up and stretched.  W arm up
j umps sl ow  this event and shoul d be mi ni mized.  Rul es al low for tw o warm up jumps.

5. The order in which the athl etes j ump i s determi ned by the judge.  General ly, thi s i s the order in
w hi ch they si gn-i n for the event.  A l l jumpers in an age group may compete as one large group but results
must be mai ntai ned separatel y as fl i ghts

6. A competitor may attempt to cl ear the bar i n any manner provided he/she j umps from one foot
and, provi ded no w ei ght or arti fi ci al ai ds are used.

7. The cross bar i s moved up i n five (5) centi meter i ncrements unti l there are four or less athl etes
remai ning. The bar i s then moved up in tw o (2) cm i ncrements unti l  onl y one competi tor remains.  W hen
onl y one j umper is l eft, the bar may be rai sed i n any i ncrement desi red by the j umper but not l ess than
one(1) centimeter.
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8. An athl ete i s eli minated from competi tion upon the third consecutive miss (fai lure to cl ear a hei ght
or a foul).

    A n athl ete can pass to a greater hei ght even after a miss at a l ow er hei ght and the passi ng does
N OT consti tute a miss.  H owever, after the thi rd consecuti ve mi ss at any hei ght(s), the competi tor i s
eli mi nated.

    The judge keeps track of the resul t of al l  tri als at all  heights, recording both successes and
fai lures si nce the number of fail ures may be used to break ti es.

9. A j umper has tw o (2) mi nutes to compl ete hi s/her j ump after their name i s cal l ed.  Fail ure to
compl ete the jump wi thi n the 2 mi nutes consti tutes a mi ss.

    The judge should use common sense when applying the tw o minute rul e and attempt to steady
and encourage the jumper, especiall y w ith the younger age groups and earl y i n the season.  An el ement of
disci pli ne does need to be mai ntained in order to keep the competi ti on movi ng.

    A n athl ete may request to remeasure his/her steps at any ti me provi ded they are not stall ing.

    If a j umper, i n making an aborti ve attempt, breaks the vertical pl ane of the bar either under the
bar or the bar extended to either si de of the standards wi th any part of their body, i t shall  be counted as a
miss.

    If a j umper leaves the ground i n an aborti ve attempt, it shal l  count as a mi ss.

10. The hi gh jump takes precedence over all  other field events, but runni ng events take precedence
over the hi gh j ump.

    The Hi gh Jump Judge should try to hol d al l  high j umpers at the pi t unti l thi rd call  for a runni ng
event. The judge should then release the athl ete to check in at staging and, i f the w ait at staging i s lengthy,
return to the hi gh j ump for competi tion until  needed back at the runni ng event.  Often, a team mate can be
used to hol d the athl ete' s place in stagi ng unti l necessary. This wi ll  reduce the del ay in raisi ng the bar unti l
the athl ete returns.  Ideall y, the  bar shoul d never have to stay at a height more than fi ve (5) minutes w ai ti ng
for a competi tor.

11. A thl etes must "check out" wi th the H igh Jump Judge before goi ng to a running event.  The
remai ning competitors may then compl ete their jumps at the current bar height.  C ompetition must then stop
and al low the excused competitor(s) fi ve (5) minutes to recuperate after the completi on of thei r running
event.

    If an excused athlete returns l ate and after the bar has been raised, he/she can conti nue at the
i ncreased hei ght as i f the current hei ght had been "passed". No mi ss w i ll  be charged, but the athl ete i s sti ll 
subject to the three mi ss el imi nati on rul e.

    To accommodate l ate returni ng athl etes and all ow competi tion to conti nue for those j umpers w ho
do not l eave for another event, l eague rules now  permit lowering the bar.  The j umper who returns late (i .e.,
after the bar has been rai sed) can elect to j oin the competi tion i n progress as i ndicated above -OR - may
elect to w ait unti l the bar has been l ow ered to resume   at the height he/she was at w hen checked out.
The offi ci als are not required to l ower the bar until  the competi tion for the present age group has been
otherw ise concl uded.  The bar shoul d be l ow ered onl y once.  It shoul d be low ered to the mi nimum height of
all  of those who properly checked out, raised in the 5cm required increments, and the resul ts i ntegrated w ith
all  j umpers for the age/group.  Jumpers must re-enter the competi tion at the hei ght they  checked out at or
higher. The three consecutive miss rul e sti ll  appl i es, w hether the misses w ere made prior to checking out,
after thei r return, or both.  The bar may not be l owered a second ti me, regardless of the reason.  N o new 
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j umpers may j oi n the competi ti on when the bar is l owered; they must have been entered at the start of the
event AN D checked out w ith the judge.

12. Ti es betw een competi tors are broken accordi ng to the foll owi ng                 rul es:

1) The competitor wi th the l ow est number of trials at the greatest                  height cl eared
i s the w inner.

          2) If stil l  tied, the competitor wi th the l ow est total number of                    misses at all  heights i s the
w inner.

3) If stil l  tied, the competitor wi th the l ow est number of trials at                 all  heights w ins.
P asses do not count as tri al s.

4) If stil l  tied, the competiti on i s decl ared to be a ti e, E XC EP T if                 i t is for first pl ace.
First pl ace ties are resol ved as fol lows:

   Each competi tor gets one (1) more tri al at the hei ght they fai l ed                 at, then the bar
i s low ered by one (1) i nch i ncrements until  a si ngl e                 competi tor remai ns.

   If more than one clears the height, the bar i s then rai sed i n one                 (1) i nch
i ncrements unti l  one competi tor remains.  Thi s process                       continues unti l a w inner i s determined
since fi rst place ti es MU S T                 be resolved.

TIP S -

___ W hen measuri ng, use a stiff bladed measuri ng tape pl acing the ti p on the apron and the extended tape
blade behi nd the bar.  Wi th your eye l evel wi th the bar, read across the bar to the tape. Make sure the tape
i s perpendi cular to the ground.

___ A fter the l ast competi tor i n the current age/group has completed hi s/her j umps and before you begin the
determinati on of the fi ni sh pl aces, ask for third cal l on the next group.

___ B efore the competition arri ves, make out a varsity A ND  a juni or varsi ty Event R esults S heet even if no
j umpers enter one of the classes. The Aw ards table keeps track of which events have been ribboned and
sendi ng a sheet marked "N O E NTR IE S" wi ll  help them reduce confusi on.

___ N o matter how the j umpers w ere combi ned for the competiti on, make sure the E vent resul ts Sheets you
send to Aw ards contai n onl y one age/group class on a form.  For exampl e, don't mi x the B G varsi ty and J.V .
on one sheet.

___ B efore the meet begins, mark the ground and bar at the points you w il l make the measurements. Thi s
w il l hel p give consi stent perpendicular measurements. S ince bars can be sli ghtly bent duri ng the
competition, a check for the l owest point should al ways be made prior to any measurements that w il l be
recorded. The marks can be made by the "see-thru" marker or by a smal l  piece of tape, w hi chever w orks
best on the surfaces of the bar and apron.
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LONG JU MP 

W HA T IS DON E HE R E -  A s a coordi nator or hel per i n the long jump event, you w il l  take age/groups in a
speci fied order through thei r j umps, measure and record thei r efforts, determi ne fi nal  fini sh pl aces, and
report the resul ts to the Aw ards table.

W HA T Y OU  W ILL N E ED  - The fol low ing i tems are requi red for the Long Jump:

___ Fi el d E vent resul ts forms. You w il l need at least 20 but bring                   extras.

___ Measuri ng tape, steel  or fi bergl ass, 50'/15m. U sed to measure the             j umps.

___ P en/penci ls

___ R ake, Garden type.

___ C l ipboard

The foll ow i ng i tems are not absol utely required but w il l  add to your meet:

___ A  colored "see-thru" marker.
___ Measuri ng tape, steel  or fi bergl ass, 100' . P laced al ongsi de the                 runw ay to mark steps

by the j umpers
___ Tape, A thletic W hite 2". 1 roll .
___ B room
___ C hai r
___ A  radi o or a runner to mai ntain contact w i th the Announcer.
___ S crewdrivers/pegs (3) to mark j umps and secure tape.
___ S hovel 
___ S traight edge (l ike a yardsti ck) 36" l ong.
___ E xtra blank stickers. Pl an on 6 or more.

H OW  IT'S  D ONE  -

P RE PA R IN G THE  A R EA :

1. Sw eep the runway. Pay parti cul ar attenti on to the last 10 or 12 yards before the take off board to remove
any foreign obj ects i ncluding sand and di rt. Thi s w il l reduce/eli minate sli ppi ng.

    A l so sw eep the take off board and the area betw een board and the pi t.

2. Inspect the area next to the take off board w hi ch is on the si de of the board toward the pit ( The "foul"
area). If there is a depression (usual ly caused by mi ssi ng runw ay material), fil l  i t w ith sand. Pack the sand
hard and w et it down, i f possi ble.  This wi ll  help you detect foul s.

    If the take off board is more then 4 to 5 feet from the pit and Greml ins or B antams wi l l be jumpi ng, you w i ll 
need to make a temporary take off board.  A  temporary take off board can be made by putting dow n 4 to 6
strips of w hi te athl eti c tape across the runw ay as cl ose to the pi t as is practi cal . B e sure to leave at l east 24
i nches of runway betw een the new "board" and the pi t to judge foul s.
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3. Prepare the l andi ng pi t. The obj ective i s to make the sand l anding area l evel  wi th the take off board and
l evel  from si de to si de.  You also must remove any forei gn objects from the pi t.  Often, i f the pre-meet
activi ti es are done as indicated in this handbook, the pit w i ll  be prepared and onl y a final smoothi ng" of the
sand i n the l anding area w il l need to be done.

    Y ou may need to shovel  sand from the far end of the pi t to the end nearest the board to l evel it. Make
sure an area at least 20 feet from the board i s ready.

    Once the sand is ready, sw eep any sand sti ll  on the border of the pit back i nto the pi t.  This i s so the
borders (usuall y cement) are vi si bl e to the j umpers and they can avoid them.

    Fi nall y, smooth the sand l anding area. No depressions or "w aves" should be there.

4. Put out the runway measuring tape.  S ecure the "zero" end wi th a screw dri ver or peg so that the zero
mark i s even wi th the edge of the take off board w hich i s nearest to the pi t (the "scratch" l ine).  The tape
shoul d be placed off the runway to either side but preferabl y to the si de w hich the j umpers w il l    not wal k
over i t.

    S tretch the tape out alongside the runw ay for at least 90 feet and preferabl e the enti re length of the tape
or runway, whichever is shorter. The tape should be pul l ed ti ght and w i th the numbers up.

5. Set up your cli pboard w ith a Fiel d Event E ntry form for both a Varsi ty and a Junior V arsity class for the
first group.

6. You should have a mi ni mum of 1 and hopeful l y more hel pers. Y ou must have one.  A ssi gn them as
fol low s:

1st - If only 1, to rake pit and mark jumps. If you have 2 or more,                    then to rake
pit.

2nd - To mark j umps i n the pit.
3rd - To read the di stance at the take off board.
4th - To help rake/shovel  the pit.
5th - To help organi ze the j umpers by cal li ng the j umpi ng order.                     U sual l y works

at the far end of the runw ay (away from the pi t).

    The Judge, or coordinator' s j ob is to establ ish the jumpi ng order, record the results of each jumper' s
attempt, to j udge fai r and foul  attempts, and to determi ne fi nal finish places.

R UN NIN G TH E  E VE N T :

1. Al l  fiel d events start at 8:30am, i ncl uding the long jump.  The first cal l for the long jump shoul d be made
automati cal ly by the Announcer at about 8:15am fol l ow ed by the 2nd cal l  at about 8:20am. The jumpers
shoul d arri ve at the pi t w armed up by 8:30am.

    The order of competiti on for a one pi t facil ity i s GG, GB , BG, B B, MG, MB, Y G, YB , IG, IB . If a two pi t
facil i ty i s used, the spl i t is usual ly boys to one pi t and gi rl s to the other and keeping the Gremli n to
Intermediate order at each pit.  Check w i th the Meet Di rector or R eferee before the meet.

    N ot many age/groups are usual ly combi ned for the competi tion. However, many clubs do combine the
Intermediates w i th the Youth, i e, Y G and IG are combi ned as are Y B  and IB .

2. Take their tags as they arri ve, paying attention to w hi ch is JV  and which i s V arsi ty, and pl aci ng them on
the correct E vent Resul ts Sheet.
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3. Al l ow  each j umper tw o (2) "run-through" to check their steps.  Y ou must maintai n an el ement of di scipl ine
here since most jumpers w i ll  w ant to take many more than 2 "run-through" w hich takes valuabl e time.  R un
them through in thei r j umping order if possibl e.

4. The Judge determi nes the order i n w hi ch the competitors j ump.  Most cl ubs/j udges use the order in which
the j umpers report.

    S ome cl ubs make an excepti on for the Greml ins to al l ow  al l of the j umpers from one club to j ump and
then all  of those from the other.  Thi s i s done si nce the Greml ins w il l  report "en-mass" wi th thei r coach.  The
coach is a valuabl e hel p i n mai ntai ning crowd control  and wi l l hel p you i f possi ble.

5. Make sure the sand i n the pi t is level  and smooth before each j umper i s cal led.

6. In call i ng the athletes to j ump, it i s suggested that the judge cal l  the jumpers name and cl ub who i s next to
j ump and, also, call  the fol low ing j umper's name and cl ub.  Thi s all ow s a non-del ayi ng w arm up by each
j umper. The cal l  can be si mply:

"Mary Smith from Oxnard i s up"   and,
"Ki m Jones from Oj ai  is next" or somethi ng si mil ar.

7. Each jumper has tw o mi nutes from the time his/her name is call ed to compl ete their jump.

8. Each competi tor gets three (3) j umps.  The judge must record the resul t of EA C H jump (N OT JU S T TH E 
LON GE S T) si nce second best j umps may be needed to resol ve ti es.

9. The measurement of the jump is taken from the point of the depressi on cl osest to the take off board to the
edge of the take off board closest to the pit.

    The proper measurement i s taken by putting the zero end of the tape at the depression i n the sand and
stretchi ng the tape back to the take off board. The distance is read at the board by the j udge.

10. A  foul  is an attempt w hi ch counts as a jump but i s not measured. It i s recorded as a di agonal li ne in the
box on the Event R esults sheet where the di stance of the j ump i s usual l y recorded.

      The most common foul  i s w hen the j umpers foot (shoe) goes past the edge of the take off board closest
to the pit.  Thi s edge is commonl y referred to as the "scratch" l i ne.

      Even if sand or other material  i s not used, the j udge must carefull y w atch the runner unti l he/she i s 2 to 3
strides from the board.  The j udge then shi fts his eyes to the board to w atch the shoe stri ke the board.  A
j udgement cal l as to the fai rness of the jump is then made by announci ng "Fair" or "Foul " i n a l oud voi ce,
ONLY A FTER  TH E JUMPE R  H AS  LE FT TH E P IT.

      It i s also a foul  i f the jumper lands w i th any part of hi s body outsi de the        pi t.

      It counts as an attempt i f the j umper runs past the take off board but          does not j ump.

11. Measurements are taken to the l esser centi meter and recorded i n meters      ( 354 cm i s recorded as
3.54 m).

12. A fter each j ump i s ei ther declared foul  or has been measured, the sand i n      the pit must be re-l eveled
and smoothed.

13. Ti es are broken for al l pl aces by evaluati ng the second best j umps of those      tied.  If the second best
j umps are equal , then the third best j umps are used      to break the tie.  Ti es for first are broken first, then
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second, then thi rd,      etc. i f necessary. W e do not use "j ump-offs" in our dual meets and J.V .           fi nal s to
resol ve ti es.

14. A thl etes must "check out" w ith the l ong j ump j udge before goi ng to a runni ng      event or another fi eld
event.  The athl ete has fi ve (5) mi nutes after the       completi on of the runni ng event or the trial  at the other
field event to        return to the long jump.

    W hil e the "checked out" jumper i s gone, competi ti on conti nues by si mply          ski ppi ng over hi m/her i n
the j umping order.  If the other competi tors have      finished w hen the "checked out" competitors return,
all ow  each returned        j umper to complete al l of their remaini ng trials.  Al so, al low them
suffi cient ti me betw een j umps to recover (up to 3-5 minutes).

15. W hen the last jumper i s fi nished and before determi ning the fi nal finish        pl aces, have the announcer
make final  call  for the next group.

16. D etermi ne the fi nish places for both varsi ty and J.V . through at l east          fourth.  If ti me permi ts,
determine the fi ni sh pl ace for al l entered.

17. S end the Event R esults S heets to the Aw ards table. D o not hol d the resul ts      unti l all  groups are
finished because of the w ork l oad this creates on the      A w ards tabl e.

TIP S -

___ D o not rush into the pit to measure a j ump.  D o not enter the pi t until  the j umper has left it or the attempt
w as decl ared a foul.  If the j umper walks back tow ard the take off board whi le i n the pi t, the j ump i s
measured from the mark made cl osest to the scratch li ne, and that can be a foot pri nt.

___ In marking a j ump, use two screw drivers or simi lar pins/stakes/B -B -Q skew ers as fol lows:

      Pl ace one screw driver into the sand at the point of the depressi on to be measured.  P ut the second
screw dri ver through the ri ng on the end of the measuring tape (al most all  have them). Hold the screw dri ver
w hi ch is through the measuri ng tape so that the tape can be read (numbers up).

      Wi thout touchi ng the screwdri ver pl aced into the ground, and hol ding the screwdriver pl aced through
end of the measuri ng tape, hol d the tape so the "zero" mark on the tape i s even w ith the screwdriver pl aced
i nto the ground.  Thi s wi l l al l ow  the normal amount of "tuggi ng" on the tape w hi l e the j ump i s bei ng
measured and not change the di stance.

___ A s you measure the jump, call  out the distance loud enough for the judge (separate recorder) and the
j umper to hear.  Thi s w il l  greatl y reduce the number of repetitive questi ons you' ll  get.

___ Make out a JV and a V arsity E vent Resul ts Sheet even i f there are no competi tors i n one or more of the
classes.  S end the sheet to Aw ards marked "No entri es" to hel p them keep track of w hi ch events have been
ribboned.

___ D on' t mix age/groups, boys and girls, or V arsi ty and J.V . on one E vents Resul ts sheet.

___ If you need to measure from a point i n the pit which w il l  not al low  a perpendicul ar measurement to the
take off board, pl ace a straight edge (yard stick) down so that i ts edge is even wi th the "scratch" l ine so that
i t extends the scratch li ne and the measurement can be taken properl y.
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___ W hen enteri ng the pit to mark a jump, approach the depressi on you i ntend to mark from the "far" end of
the pi t (the end away from the take off board).  This w i ll  reduce the chance of obl iterati ng or changing the
fragi l e "break" li ne in the sand of the ori gi nal  depression made by the j umper.
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SH OT PU T

W HA T IS DON E HE R E -  A s a coordi nator or hel per i n the shot put event, you wi ll  take age/groups i n a
speci fied order, measure and record thei r efforts, determi ne fi ni sh pl aces, and report the resul ts to the
awards tabl e.

W HA T Y OU  W ILL N E ED  -  The foll owi ng are requi red for the S hot P ut:

___ Tw o each of the fol low ing certi fied shot puts:

USE PUT WEI GHT F OR AG E GRO UPS: 

Six(6 )  Pou n ds BB, BG , MG ,M B, & YG

F ou r( 4 ) Kilog ra ms YB & IG

T we lve (1 2)  Po un d s I B

___ A  non-stretchi ng measuri ng tape, 50 feet/15 meters long.  Must show            feet and i nches.

___ C l ipboard

___ P en/penci ls

___ Fi el d E vent resul ts forms. You w il l need at least 16 but bring extras.

The foll ow i ng i tems are not absol utely required but w il l  add to your meet:

___ Tw o (2) l ong screwdri vers or B-B -Q skew ers.
___ A  radi o or a runner to mai ntain contact w i th the Announcer.
___ E xtra blank stickers.
___ Marker, col ored "see-thru"
___ B room

H OW  IT'S  D ONE  -

P RE PA R IN G THE  A R EA :

1. Sw eep the ri ng.

2. Make sure there are marks on the ri ng to i ndi cate the hal f of the ri ng           used for entrance and
exi t, and a ring center mark.

3. Check the di stance arcs i n the throwi ng area.

R UN NIN G TH E  E VE N T:

1. The order of competi tors wi l l be IB , IG, Y B, Y G, MB , MG, BB , B G for a one           ri ng facil ity.  If
you have tw o ri ngs, use the same order and put boys at           one ri ng and the girl s at the other.

2. Request fi rst cal l  twenty (20) mi nutes pri or to competi ti on.
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3. Check i n athl etes by placi ng sti ckers on resul ts sheet, separati ng JV            and varsi ty.  Tri al s are
made i n check i n order.

4. Al l ow  each competi tor 2 unmeasured tri al s for w arm up.

5. Demand safety practi ces: One at a time i n the ri ng, clear area, and no           horsepl ay.

6. Each athlete recei ves 3 tri als (4 i n varsi ty fi nal s).

7. To measure, mark the depression at the edge closest to the ring by            pl aci ng a screw driver
i nto the ground at that point.  P lace the other             screw dri ver through the end ri ng on the measuring tape
and then i nto            the ground next to the marki ng screw driver so that the "zero mark" on           the tape i s
even w ith the marking screwdri ver.  Have the tape pul led taut           through the center of the ci rcl e.  H ave a
reader cal l  out the distance           to the lesser centi meter measured to the i nside edge of the foul  board
(364 centi meters becomes 3.64 meters).

8. FOU LS : The fol low ing are considered as fouls i n the shot put.  A  "foul"                  put i s not
measured but is counted as a trial.

- Touching the ci rcle (not incl udi ng the i nner face of the stop                   board or band) or
the ground outsi de of the ci rcl e, or the top of the                stop board wi th any part of the body before the
put i s complete.

- If the put fal l s on or outside of the sector li nes.

- If the competi tor does not leave by the back half of the ci rcl e.

- If the competi tor l eaves the ri ng before the put lands.

- If the competi tor uses both hands.

- If the shot is not touchi ng or i n very close proxi mi ty to the chi n                (j aw li ne) before
and duri ng the act of putting.

  The hand used to put the shot may not be dropped below  the                      posi ti on just
descri bed during the act of putti ng.

- If the shot is brought behi nd or below the l i ne of the shoul ders                duri ng the
attempt. (N o throw ing or sli ngi ng).

9. Athletes must "check out" w i th the Shot Put Judge before goi ng to a           runni ng event or
another fi eld event.

    A thl etes may l eave the shot put only after thi rd cal l for a running           event.  Onl y the hi gh j ump
has priori ty over the shot put for the other          fi el d events and an athl ete may be expected to compl ete
his/her shot put          trial  w hen cal l ed. A  "checked out" athl ete has 5 minutes after the                  compl eti on
of the running event or the tri al  i n the other fiel d event to          return to the shot put.

    W hil e the "checked out" competi tor i s gone, competi ti on can continue        by si mpl y ski pping
over him/her in the j umpi ng order.  If the competi tors        return before the competition has fi ni shed, they
simpl y rej oin by enteri ng        the j umping order in the proper place.  If the competition has fi ni shed for
their age/group, all ow them to take al l of their remaini ng trials.  Be sure        to al low  them sufficient recovery
time between the attempts.
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10. W hen an age\group i s fi nished, send the results to the awards tabl e.            D o not hold any
resul ts until  the last age\group has fi ni shed as this            w il l  negati vel y impact the aw ards tabl e.
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TR IP LE JU MP

TH IS  EV EN T D ROPPE D FROM LEA GU E C OMPETITION 
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SN AC K B AR 

TH IS  SE CTION  N OT RE ADY  A T TIME OF PUB LICATION
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POST ME ET AC TIVITIE S

A fter the l ast runner i n the l ast race has crossed the l ine, you w il l have a few  tasks l eft to compl ete your
meet.

A fter the final  resul ts are recorded and the awards made, the C hi ef Aw ards C lerk must see that the V arsity
S core sheets are signed by both team's coaches. The A wards Tabl e secti on contains more detail s.

B efore the competi ti on is actuall y over, your Meet take-dow n crew can begi n.  There are those expected
thi ngs to do in the w ay of taki ng down, cleani ng-up, and l ocking-up that the crew  can start on, li ke:

- Vi si ting each of the fiel d event si tes and coll ecting the equi pment.           If you have been clever,
you have pi cked-up and put aw ay the field event          equi pment after the last age/group compl eted their
competition at the          si te.  The fi el d events are al most al w ays over substantial ly before the          running
events and, i f possi ble, you should pl an to put aw ay the mats,           bars standards, etc at that ti me.

- P icking up and stori ng the hurdl es.

- Cl osi ng down the Snack bar.

- Packi ng up and coll ecting the equi pment and suppl i es from the                    A nnouncer, stagi ng,
the S tarter, the Fini sh Li ne and the A wards tabl e as          those areas are fi nished.

        After the meet your remai ni ng "cl ose-dow n" tasks can be done:

- Generall y clean up the facil i ty: P ick up paper, cups, etc. (I assi gn the          l ate si gn up parents to
thi s).

- C heck, cl ean-up and l ock the rest rooms.

- B e sure you l ock up or secure any equi pment you borrowed and cl ose          and lock any gates
you opened.

- If you used the press box, check i t for your equi pment, cl ean i t up i f          needed, turn off the P.A .,
and l ock the doors.

There are a few  speci al  duti es that wi ll  need to get done wi thi n a few  days foll owi ng the meet:

___ Mail  out the meet results.  Thi s i s usual l y the responsi bil ity of the            C hi ef Aw ards cl erk but
can be assi gned to anyone.  Pl ease see the                  A wards Tabl e secti on for detai l s.

___ Get the meet resul ts publi shed.  Y ou may have a separate publ ici ty            manager whi ch can
submi t tabulated results or an arti cle for the l ocal            newspapers.

___ C l ean the S tarter's gun and equi pment. I also take thi s opportunity            to restock the box for
the next meet.

___ If you are usi ng rechargeable batteri es i n your radi os, you should            completel y di scharge
them. Turn the vol ume and squel ch al l the w ay on            and l eave them for a day or tw o.  Once di scharged
compl etely, they can            be stored for the next meet.
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___ R epair or repl ace any equi pment know n to be damaged or l ost                     (w atches, shot
puts, cl ip boards, measuri ng tapes, etc). S ome i tems have            a long lead ti me to acquire and you need
to order/repair them as soon            as possi bl e so that you have them for the next meet.

___ C opy/obtain any forms you are short of for the next meet.

Y ou may al so want to have a "post-mortem" review of your meet wi th your key offi ci als.  I suggest you do
one after the fi rst meet so any adj ustments can be made before the next one.  The revi ew  should be done
as soon after the meet as you can.  Keep it short, to the poi nt, and productive.

Y ou may al so want to have a short revi ew  wi th the visiti ng team's representative i mmedi atel y fol l ow ing the
meet to pi ck up any suggesti ons he/she mi ght have.
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ITEMS B Y LOC ATION 

     LO C USED        ITEM D ESCRIPTION           QTY                       C OMM EN TS
     ---------- -------------------------      ---      ----------------------------------------

____ Announc er  C ha ir                            1       Don't a ssume  it's  include d in Press  B ox
____ Announc er  C lip B oa rd                       1       To put order of e vents /ca ll shee ts on.
____ Announc er  M ap, Fac ility                    1
____ Announc er  M arker, "Se e-thru"               1
____ Announc er  P.A . Sys tem                      1       Ma y c ome w ith fac ility.
____ Announc er  Pen/pe nc ils                       2
____ Announc er  R adio                            1       Critica l ite m.
____ Announc er  She et, A nnouncer's  Ca ll          1
____ Announc er  She et, Sche dule of Ca lls         1
____ Announc er  Table                            1       Include d in Pre ss  Box? 
____ Announc er  W atch, w ris t type                1

____ Aw ards     Aw ards - 1st Plac e             280      Quantity is estimated - bring extra s!
____ Aw ards     Aw ards - 2nd Plac e             280      Quantity is estimate d - bring extra s!
____ Aw ards     Aw ards - 3rd Plac e             280      Quantity is estimate d - bring extra s!
____ Aw ards     Aw ards - 4th Plac e             280      Q uantity is  es timated - bring extra s!
____ Aw ards     Aw ards - Partic ipation         150+      Quantity is estimate d - bring extra s!
____ Aw ards     B ags, pa per (lunch)             20+     U se d to dis tribute  ribbons 
____ Aw ards     C ha ir                           4-6
____ Aw ards     C lip B oa rd                      10      1 e ach for Va rsity Sc ore She ets .
____ Aw ards     C ooler, refre shment              1
____ Aw ards     Envelope s, Pre-address ed         9      To mail out re sults  afte r mee t.
____ Aw ards     Filing System/Folders             1      U se d to kee p res ults sheets in order.
____ Aw ards     Form, Va rsity Sc ore She et       10+
____ Aw ards     Pen/pe nc ils                      12
____ Aw ards     She et, O rde r of Events           4
____ Aw ards     Ta bles,ba nquet type               2
____ Aw ards     Tape, Sc otc h                     1
____ Aw ards     Tarp, shade                       1      N ee ded if A wa rds  is out in the open

____ Finish     B ell, La p                        1      Optiona l.Repla ces  gun to signal la st la p
____ Finish     C ha ir                            1      For Finish Clerk
____ Finish     C lip B oa rd                       1      For Finish Clerk.
____ Finish     C ooler, refre shment              1
____ Finish     First Aid kit                    1
____ Finish     Fla g, Re d                        1      To signa l rea dines s-Not for R ela ys 
____ Finish     Fla g, white                       1      To signa l rea dines s-Not for R ela ys 
____ Finish     Forms, R unning Finish          185+     Q ua ntity is  a n e stima te  - bring extra s !
____ Finish     Pen/pe nc ils                       2      For Finish Clerk.
____ Finish     R adio                            1      C ritic al item to remote  starts.
____ Finish     R emaining lap ma rker             1
____ Finish     Sta nd/Platform, Judge s           1      U sually provided by fac ility
____ Finish     Sta ple r                          1      U se d by Finis h C le rk
____ Finish     Table, c ard type                  1      For Finish Clerk
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____ Finish     Tags, Timer/J udges  Plac e         8      1 for ea ch place .
____ Finish     Tarp, shade                       1
____ Finish     W atche s, Stop                    8+
____ Finish     W histle                          1      To signa l rea dines s
____ Finish     Y arn, Finis h Line                1      34' or longer, non-abra sive, brea kable 

____ HJ  Pit     B room                            1
____ HJ  Pit     C ha ir                            1
____ HJ  Pit     C lip B oa rd                       1
____ HJ  Pit     C ross Ba r, HJ                     2
____ HJ  Pit     Forms, Field Eve nt Finish       16+     Q ua ntity is  es tim. Split if 2 pits  used.
____ HJ  Pit     Landing Pits, HJ  (set)           1      U sually provided by the  fa cility
____ HJ  Pit     M arker, "Se e-thru"               1      Us ed to ma rk re place me nts  a s  J.V.
____ HJ  Pit     M ea suring tape, 12'/4m           1
____ HJ  Pit     Pen/pe nc ils                       2
____ HJ  Pit     R adio                            1      O ptional item. M ay us e runne r ins tea d.
____ HJ  Pit     Sta nda rds, High Jump (pair)      1      U sually provided by the  fa cility
____ HJ  Pit     Sticke rs , Extra blank            6+     To repla ce lost/mutilated ones.
____ HJ  Pit     Tape, Duct                       1      U se d to cover sharp objects on ma ts.

____ LJ  Pit     A thletic  ta pe ,white, 2" roll     1      For ma king a temporary take-off boa rd.
____ LJ  Pit     B room                            1
____ LJ  Pit     C ha ir                            1
____ LJ  Pit     C lip B oa rd                       1
____ LJ  Pit     Forms, Field Eve nt Finish       20+     Q ua ntity is  es tim. Split if 2 pits  used.
____ LJ  Pit     M arker, "Se e-thru"               1      Us ed to ma rk re place me nts  a s  J.V.
____ LJ  Pit     M ea suring tape, 100'             1      U se d a long runwa y to me asure  steps.
____ LJ  Pit     M ea suring tape, 50'/15m          1      U se d to mea sure le ngth of jump.
____ LJ  Pit     Pen/pe nc ils                       2
____ LJ  Pit     R adio                            1      O ptional item. M ay us e runne r ins tea d.
____ LJ  Pit     R ake, Ga rde n type                1
____ LJ  Pit     Screwdrivers                     3      A ny item similar 8" or longe r w ill w ork.
____ LJ  Pit     Shovel                           1
____ LJ  Pit     Sticke rs , Extra blank            6+     To repla ce lost/mutilated ones.
____ LJ  Pit     Straight edge , 36"               1

____ Me et Dir   Lis t, "Items by Area"            1
____ Me et Dir   Lis t, Me et Volunte ers             1
____ Me et Dir   R adio                            1
____ Me et Dir   R ule B ook, Confe re nce             1
____ Me et Dir   She et, A nnouncer's  Ca ll          1
____ Me et Dir   She et, O rde r of Events           1

____ Re fe ree     C lip B oa rd                       1
____ Re fe ree     R adio                            1
____ Re fe ree     R ule B ook, Confe re nce             1
____ Re fe ree     She et, A nnouncer's  Ca ll          1
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____ Shot Put   B room                            1
____ Shot Put   C ha ir                            1
____ Shot Put   C lip B oa rd                       1
____ Shot Put   Forms, Field Eve nt Finish       16+     Q ua ntity is  es tim. Split if 2 pits  used.
____ Shot Put   M arker, "Se e-thru"               1      Us ed to ma rk re place me nts  a s  J.V.
____ Shot Put   M ea suring tape, 50'/15m          1      For me as uring puts .
____ Shot Put   Pen/pe nc ils                       2
____ Shot Put   R adio                            1      O ptional Item. M ay us e runne r ins tea d.
____ Shot Put   Screwdriver (long)               2      U se d for ma rking the puts.
____ Shot Put   Shot Put, 12 lb                  2      For Inte rme d Boys
____ Shot Put   Shot Put, 4 kg                   2      For  Y B and IG.
____ Shot Put   Shot Put, 6 lb                   2      For BG , B B, MG , MB, & YG 
____ Shot Put   Sticke rs , Extra blank            6+     To repla ce lost/mutilated ones.

____ Staging    B enche s                          4+
____ Staging    B ull horn                        1
____ Staging    C ha ir                            1
____ Staging    C lip B oa rd                       1
____ Staging    Fla gs, barrie r                   2+     "Flags  on a  rope " to ma rk off a re a.
____ Staging    M arker, "Se e-thru"               1
____ Staging    Pen/pe nc ils                       2
____ Staging    R adio                            1      C ritic al item.
____ Staging    She et, A nnouncer's  Ca ll          1
____ Staging    Tarp, shade                       1

____ Start      B ox, Fis hing tac kle type         1      To carry Starter's  equipme nt/ammunition
____ Start      C ards, Event Ins truction (se t)   1      R ac e Ins truction C ards.
____ Start      Ear protection (se t)             2      Ear plugs/muffs or cotton.
____ Start      Fla g, Re lay Zone  - W hite         3      Us ed in Re la ys. C an be  gree n.
____ Start      Fla g, Re lay Zone  - R ed           3      Us ed in Re la ys
____ Start      Ha mmer,sledge                    1      To pound in blocks on dirt track.
____ Start      M egaphone                        1      O ptional item.
____ Start      R adio                            1      C ritic al item on remote  starts.
____ Start      Sta rte r's A mmunition           100+     Ca libre /type  depe nds on gun used.
____ Start      Sta rte r's gun                    1      B ring 2 if a rec all s ta rte r is us ed
____ Start      Sta rte r's s le eve                  1      O ptional item.
____ Start      Sta rting Bloc ks                  8      M inimum of 4 are  needed.
____ Start      W he el ba rrow/cart                1      To tra ns port sta rting bloc ks 
____ Start      W histle, Starter's                1      O ptional item.

____ Trac k      C ha lk, W hite marking (bags )      5      To mark dirt tra cks.
____ Trac k      Chalker, Hand                    1      For Tra ck prep. Fac ility ma y provide.
____ Trac k      D ra g                             1      For trac k pre p. Fa cility may provide .
____ Trac k      H os e, Ga rde n                     1+     For trac k/pit prep. Fac ility ma y provide
____ Trac k      H urdle s                         40+     N ee d in inc re ments  of 10 (10 pe r lane).
____ Trac k      Line, "Snap"                     1      For Ma rking Starting/Finis h Lines , e tc .
____ Trac k      M arker, Lane line                1      For trac k pre p. Fa cility may provide .
____ Trac k      M ea suring tape, 50'              1      For me as uring re la y z ones, e tc
____ Trac k      Paper, Toilet                  6-12     Emergency spare s. Ke ep in Snac k Bar.
____ Trac k      Plunge r                          1      For emergency re st room re pa ir.
____ Trac k      Tug/Trac tor                      1      For trac k pre p. Fa cility may provide .
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NO TES:

   1. M any of the  items lis te d a re  optiona l.  Ple ase  s ee the a ppropriate  s ection of this book for their use .

   2. If two a rea s are  used for any fie ld event, e.g., tw o long jump pits, the qua ntities  must be  double d s o        tha t e ac h pit
is  e quipped.  This applies to all ite ms  exce pt the Fie ld Event Finish Forms, which may be         split.

   3. Sna ck Ba r ite ms are not include d in this list.  Ple as e s ee  the Sna ck Ba r sec tion of the book.
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RA DIOS AT TH E MEE T

The use of portabl e radios ("w alkie-tal ki es") at meets can save a great deal  of ti me and ai d i n making the
meet go qui ckly and smoothly.  Know i ng how to use the radi o w il l ensure that the expected benefi ts are
recei ved.  This set of instructions is i ntended to help you become fami li ar wi th the radio and how  i t i s used at
the meet.

*  R ead these instructions fi rst, before you use the radi o.

*  D on' t be afrai d of the radio. Thi nk of it as a tool  to get the meet over         sooner and sol ve
probl ems.

*  If you are usi ng a radi o:

K EE P IT ON  !
K EE P THE  V OLU ME  UP  S O Y OU  CA N H EA R IT !
K EE P IT NE A R EN OUGH S O YOU  C AN  HE AR  IT !

C ON TR OLS  ON  THE  RA DIO - There are fi ve control s on most of the portable radi os used:

- The "on/off" swi tch
- The vol ume swi tch
- The channel sel ect swi tch
- The squel ch control 
- The "push-to-tal k" sw itch

On some radios, the swi tches/control s may be combi ned such as the "on/off" and volume control s.  C heck
your radio.

THE  "ON/OFF" SW ITC H: This sw itch is self expl anatory. Y ou need onl y to pl ace i t i n the "ON " posi ti on and
l eave it there during the enti re meet.  D on't worry, the batteries w il l  l ast.

THE  V OLU ME  CONTR OL: Thi s i s the most misused swi tch of all  ! You must set i t A ND  LE AV E  IT S O YOU 
C AN  H E AR  S OME ON E  C ALLIN G Y OU . D on't turn it down so you can' t hear i t. If you have a radio, i t i s
assumed that you need to tal k to others and they to you. N othing i s more frustrating than to repeatedly try to
contact someone who has the radio turned down (or off). You might as w ell  not have one !

THE  S QUE LC H  C ON TROL: This control  usuall y gives everyone the most probl em. Its purpose i s to reduce
the amount of background noi se and stati c.  It actual ly provi des an increasi ng amount of resi stance to al l 
signal s as it i s turned up so that onl y the stronger ones are heard.  Thi s i s a two edged sword. If turned up
too hi gh, i t wi l l cut out unwanted noi se but i t may also cut out the messages to you. Try different setti ngs at
the begi nni ng of the meet and l eave it w here you know  you can hear receptions for you.  If in doubt, turn it
all  the way off (to the l eft).

C HA NN E L SE LEC T S WITC H : Check w i th the Meet Di rector or R eferee for the channel  to be on before the
meet ( i f your radio has more than one channel ) AN D  LEA V E IT TH ER E  !

"PU SH -TO-TALK" SW ITC H:  Thi s button (more li ke a bar on some radi os) i s usual ly located on the si de of
the radi o. It i s simple to use: P ush to tal k - and - release to l isten. R emember, i t onl y wi l l do one thi ng at a
time and be sure to press the button B EFORE  you start talking.
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W HO H A S RA D IOS A T TH E  MEE T -  The suggested mi ni mum number of radi os at the meet is three, I
suggest they be gi ven to the Meet D i rector, A nnouncer and Stager first.  If addi tional  radi os are avail abl e,
assign them i n the foll ow i ng order:

R eferee
Finish Line
S tarter
R emote fiel d events (to A nnouncer)
C loser fiel d events
R el ay zone judges (duri ng relays onl y)

R adios can be assi gned as needed except for the fi rst 3 or 4 li sted. They can be traded around, for
exampl e, so that one radi o coul d be assi gned to the high j ump but used by a zone judge duri ng the rel ays.
The Meet D i rector can share hi s radi o wi th the Fini sh Li ne or S tarter w hen necessary.

C ON TA C TING SOME ONE  (TRA NS MITTIN G): Contacting some other official  at the meet only has a few 
simpl e gui del ines:

1. Before beginning, li sten for a second for a clear channel .

2. Hol d the radi o 4 to 6 i nches i n front of you. It i s not necessary to            hol d it li ke a phone.

3. Push the "Tal k" button BE FOR E you begi n to tal k and w ai t at l east one           ful l second before
speaki ng.

4. Say "Ji m, thi s is Bob" if you know the name of the person you are                contacting. If you
don't know , say "A nnouncer, thi s is the S tager". Y ou           must make some type of statement about w ho
you w ant to speak to si nce           several persons may have a radi o.

5. Wai t a ful l second after you have made your cal l  to the other offici al            and rel ease the
"Push-to-Tal k" sw itch. W aiting a "one-count" before              rel easing the sw itch wi l l keep your words from
bei ng cut off.

6. If you don't get an answer right aw ay, w ai t 10 to 15 seconds before             trying again. They
may be busy.

7. When they do answ er, j ust gi ve them your message in pl ai n E ngl ish as           if you w ere tal ki ng
face to face. S ome don' t understand "C B l ingo".

8. Speak as clearl y and di stinctl y as you can. S peak in a normal vol ume,           you don' t have to
yel l.

9. When fi nished, keep the "Tal k" button depressed for the same                      "one-count" so that
your l ast w ords are not l ost.

A  B RIE F CH E CK  LIST FOR OP E RA TION -  W hen you fi rst get your radi o and, at any ti me there i s a
probl em, use the fol l ow ing checkl ist. It wi ll  cl ear up most of the problems you w il l have:

___ "On/Off" sw i tch i s "ON ".
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___ V olume sw itch is turned up so you can hear.

___ S quelch control i s ei ther all  the way off (to the l eft) or is set                 where you KN OW  you
can hear transmi ssions.

___ C hannel  swi tch i s set to the proper channel.

___ A ntenna i s ful ly extended and pointed up. Some radi os wi l l not w ork            if the antenna is not
poi nted up.

___ Y ou are pushing the "P ush-to-Tal k" button when transmi tti ng only.

___ The batteri es are suppl yi ng enough pow er. S ome radi os have                     "B attery Test"
buttons that cause an LED  li ght to come on if the                   batteri es are good. Others may have a meter.

___ Y ou are not behi nd a sol id buil ding or hi l l or somethi ng el se which             coul d bl ock
transmissi ons.

If you have tri ed al l  of these points wi thout success, don't understand or are unsure, C ON TAC T THE  ME ET
D IR EC TOR .



Appendix  C  - Me tric/Yar d C onve r sions Page C -1

TR AC K METRIC /Y ARD  C ONV ER SIONS 

E VE NT CONV E RS ION S
5 0 Me t er s = 5 4. 7 Yar ds
1 00  M e t er s = 1 09 .4  Ya rd s
1 10  Ya rd s = 1 00 .6  Me t er s
2 00  M e t er s = 2 18 .7  Ya rd s
2 20  Ya rd s = 2 01 .2  Me t er s
4 00  M e t er s = 4 37 .4  Ya rd s
4 40  Ya rd s = 4 02 .3  Me t e rs
8 00  M e t er s = 8 74 .9  Ya rd s
8 80  Ya rd s = 8 04 .7  Me t er s
1 50 0 Met er s = 1 64 0. 4  Yar d s
1  M ile = 1 60 9. 3  M et er s

1 76 0. 0  Yar d s
3 00 0 Met er s = 3 28 0. 8  Yar d s
2  M ile s = 3 21 8. 7  M et e rs

3 52 0. 0  Yar d s

TIME C ON VE R SION S 
1 00  Ya rd s to 10 0  M et er s +  1 .0  secs
2 00  M e te rs to  2 2 0 Ya r ds +   .2  se c
4 00  M e te rs to  4 4 0 Ya r ds +   .4  se c
8 00  M e te rs to  8 8 0 Ya r ds +  1 .0  secs
1 50 0 Met er s t o 1 M ile + 20 .0  secs
3 00 0 Met er s t o 2 M ile s + 40 .0  secs

Not e:  Time  co nve rsio n s ar e  g en e ra lly a cce pt ed  ro ug h  a pp r oxim a tion s f or  ch ildr e n. 

(yard) TRA C K CON VE RS ION S
1 /4  L a p = 1 10  yds = 1 00 .6  m
1 /2  L a p = 2 20  yds = 2 01 .2  m
3 /4  L a p = 3 30  yds = 3 01 .8  m
1  L ap = 4 40  yds = 4 02 .3  m
2  L ap s = 8 80  yds = 8 04 .7  m
4  L ap s = 1  M ile = 1 60 9. 3  m 
8  L ap s = 2  M ile s = 3 21 8. 7  m 

(meter ) TR A CK  C ONV ER S IONS 
1 /4  L a p = 1 00  m = 1 09 .4  y
1 /2  L a p = 2 00  m = 2 18 .8  y
3 /4  L a p = 3 00  m = 3 28 .1  y
1  L ap = 4 00  m = 4 37 .4  y
2  L ap s = 8 00  m = 8 74 .9  y
4  L ap s = 1 60 0 m = 1 74 9. 8  y
8  L ap s = 3 20 0 m = 3 49 9. 5  y

N OTE: These conversi ons provided for i nformati on only. C onversi ons of actual  performances shoul d be
made usi ng the conference approved metri c conversi on book.
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OR DE R OF EVE NTS
D UA L/TRI ME ETS A ND  JV  FIN A LS 

R UN NIN G EV E NTS

E VE NT ORD ER 

2 Mil e R un MB & MG, Y B  &  Y G, IB  & IG
100 Meter H urdl es Y G, IG, YB , IB
440 R elays (4x110) GG, GB , BG, B B, MG, MB, Y G, YB , IG, IB 
One Mi le R un GG, GB , BG, B B, MG, MB, Y G, YB , IG, IB 
440 Y ard D ash GG, GB , BG, B B, MG, MB, Y G, YB , IG, IB 
100 Meter D ash GG, GB , BG, B B, MG, MB, Y G, YB , IG, IB 
880 Y ard R un GG, GB , BG, B B, MG, MB, Y G, YB , IG, IB 
220 Y ard D ash B G, B B , MG, MB, YG, Y B, IG, IB , GG, GB 
Mil e R el ays (4x440) B G, B B , MG, MB, YG, Y B, IG, IB 

N otes on R unning E vents:

1. Varsi ty is run before Junior V arsity i n the same age/group event.
2. Age/groups and cl asses may be combi ned.
3. There may be several  J.V. fl ights i n the same age/group event.

FIE LD  EV EN TS

E VE NT ORD ER 

H igh Jump B G, B B , MG, MB, YG, Y B, IG, IB 
Long Jump GG, GB , BG, B B, MG, MB, Y G, YB , IG, IB 
S hot P ut IB, IG, YB , Y G, MB , MG, B B , BG

N otes on Fi el d E vents:

1. Fi eld event order wi ll  change if faci li ty has two si tes to hol d an               event.  S pl it is U S UA LLY 
boys at one site and gi rl s at the other.

2. J.V .s may be competed i n fli ghts of ten(10) or l ess.  E ach fl ight is               aw arded separatel y.



Appendix  E - Re lay  Zone s Page E-1

RE LA Y ZON E D ES CRIPTION 
4 x 110 RE LAY 

There are three relay (exchange) zones i n the 4 x 110 yard (or 440) Rel ay.  They are spaced equi di stant
around the track so that i t is exactly 110 yards from the center l ine (starting l ine for the fi rst l eg) of one leg to
the center li ne of the next leg.  The baton must be exchanged i n a "Zone" w hich i s marked 11 meters (33
feet) on ei ther si de of the "center" l ine.  For the 4x110 Rel ay only, an additional  11 meters i s added to al low 
the outgoi ng runner to "accelerate" to spri nti ng speed.  E ach l ane i n each zone i s marked and measured as
fol low s:

C OMME N TS :

1. Each lane in each zone is i denti cal ly marked, w hether on a curve or            straight part of the
track.

2. The starting l ine i s the "center l ine" for the fi rst runner.

3. The "center l ine" is usuall y not marked for zones 1 and 3.  The "center           l ine" for zone 2 i s
the 220 yard starting l ine (for most tracks) and IS              marked.

4. Curb marki ngs are usuall y present for only the Zone Start and Zone           End l ines.  Y ou w i ll 
need to measure and mark the acceleration ("fl y") zone           by pl aci ng A tri angl e or "X" or "T" 11 meters
(33 feet) i n each lane before           the "Zone S tart" l ine.

A BOUT TH E E XC HA N GE :

1. The baton must be exchanged betw een the tw o Zone l ines.  The exchange           is judged fai r or
foul based on the position of the baton, NOT THE                   RU NN E RS .

2. The receiving runner may stand anyw here between the "Fl y" zone                 marker and the
"Zone End Line" and MUS T be between the two w hen the gun           i s fired.


