EVENT MANAGEMENT & SAFETY PLAN

For 
<insert the organiser name and race name>

Date:

Location: Race type & distance here eg, Sprint Distance Triathlon
PREPARED BY:  
Note: This document is to inform the race permitting process and to provide background information to Triathlon Scotland regarding your event.  If you have been asked to complete this form by Triathlon Scotland, please complete this event plan in full.  Please refer to the British Triathlon Event Organiser Guides and the British Triathlon Rules at all times when providing information. 

If you need any assistance completing this form, please contact events@triathlonscotland.org or 01786 466903.insert name of Race Organiser
Organisation
This section is only to be completed by new race organisers, or where the race director has changed from the previous year.

	Name of Event Organising Committee
	

	Key Organising Committee

	Role Undertaken
	Name
	Contact

	Race Director (1)

	
	

	Race Director (2)

	
	

	Safety Officer

	
	

	In the space below, please briefly detail the previous race organising experience of those listed above and detail their suitability for the role.  Experience does not have to be from Triathlon sport.



Organisation continued…
	List of Organising Committee

	Role
	Key Contact
	Phone

	Chief Marshal (volunteer co-ordinator)
	
	

	Head of Swim
	
	

	Head of Bike
	
	

	Head of Run
	
	

	Head of Transition
	
	

	Head of Timing / Finish
	
	

	Head of Registration
	
	

	Participant Administrator (pre/post race)
	
	

	Cost Management (treasurer)
	
	

	Website Administrator
	
	

	PR/Sponsorship Liaison
	
	

	Public Body Liaison (e.g Council / Police)
	
	

	Timing Company
	
	

	Transport & Logistics
	
	

	Racking / barriers provider
	
	

	Signage provider
	
	

	Radio communications provider (e.g Raynet)
	
	

	Entertainment provision
	
	

	For affiliated triathlon clubs, insurance for events will be provided by Triathlon Scotland.  Local Authorities, commercial groups etc will need to source public liability insurance cover. The minimum cover must be £5million.  


	Insurance company (if applicable)

	
	

	Technical Officials 
	
	

	Triathlon Scotland will endeavour to appoint an official for your event. If Triathlon Scotland cannot appoint an official, then the Race Director assumes this role on race day.  All national championship events will have an appointed technical official. 

	Chief Technical Official 
	
	

	Assistant Technical Official 
	
	

	Motorcycle Official 1
	
	

	Motorcycle Official 2
	
	

	Protecting Vulnerable Groups (PVG)

	Everyone who participates in triathlon is entitled to do so in an enjoyable and safe environment while all children and vulnerable adults are entitled to a duty of care and to be protected from abuse.   PVG legislation identifies areas of activity under ‘Regulated Work’ that are common to triathlon activity, such as supervising children/vulnerable groups, being in sole charge of children/vulnerable groups and/or providing advice and guidance to children/vulnerable groups. For people who have these roles within our sport and at events, the necessary PVG checks need to be made. The check involves each candidate completing a form and evidencing the appropriate ID checks with Triathlon Scotland.  

	Roles which may require a PVG check
	Name
	Check complete & certificate awarded

	First Aid
	
	

	Safety Officer
	
	

	Supervisors  / other
	
	


	Event Partners

	Organisation
	Key Contact
	Phone

	Police
	
	

	Local Council / Leisure Trust
	
	

	Local Authority Water Safety Officer
	
	

	Local Hospital (advised of event)
	
	

	Water Safety e.g. RNLI, Rescue Centre etc 
	
	

	We recommend that this race plan, risk assessment and a copy of event insurance are issued to the relevant public bodies and partners where appropriate. 




	Planning for incidents and emergencies, including treatment of casulaties. 

	You must have plans in place to respond effectively to health and safety incidents and other emergencies that might occur at an event.  Please use the Triathlon Scotland emergency action plan template as a starting point, and refer to guidance laid out by the Health and Safety Executive (HSE).

As well as your event delivery team, volunteers and participants, the HSE strongly recommends that you include the visiting public in your first aid, medical and ambulance needs assessment. You should balance onsite medical and ambulance provision against existing local NHS and ambulance service provision and capacity.  For support, please refer to the British Triathlon Medical Cover at Events guide. 

	Organisation
	Key Contact
	Cover provided

	
	
	

	
	
	

	
	
	


 Information Relevant to This Event
	Event overview / event narrative

	In this box, please give a description of your event, including the following information for each day of your event: 

Is this a new event, or an existing event?  If existing, give the date the event was established. 
Type of event(s)
Distances of each event

Event start time

Event finish time

Numbers expected in each event



	General Event Timetable

	Depending on the scale of the event, you may wish to create a separate event timeline on an Excel spread sheet.  This will prove is particularly useful for multiple race format events.

	
	Date and Time
	Venue/Location

	Site set-up
	
	

	Race sign on and registration
	
	

	Marshal/stewards sign-on
	
	

	Marshal/stewards briefing
	
	

	Marshal/stewards in place
	
	

	Competitor race briefing
	
	

	Event start
	
	

	Cut off time for swim
	
	

	Cut off time for bike
	
	

	Cut off time for run
	
	

	Event finish 
	
	

	Prize Giving
	
	

	Site de-rig
	
	


	Registration 
	

	Consideration
	Response / narrative

	Where will registration take place – in advance via the post, or at the event venue?
	

	What infrastructure is needed for registration (sport centre / gazebo / marquee?) 
	

	Can entries be taken on the day?
	

	What will be distributed to competitors at registration?
	

	How will membership cards be checked at registration?
	

	How will competitors inform about their emergency medical contact details, and any medical conditions?
	

	Where will you source race numbers from? 

Note: maximum size 225mmx225mm
	

	Will there be a competitor memento? Is so, what will it be, and how will it be distributed?
	

	Who will lead the competitor briefing? 
	


	Event Facilities

	Consideration
	Response / narrative

	Toilets/Portaloos
	

	Are there toilets or portaloos available?
	

	How many toilets/portaloos per participants?
	

	Where are they located? 
	

	Showers
	

	Are there showers available for competitors?
	

	How many showers are available?
	

	Where are they located?
	

	Changing Facilities
	

	Are there changing facilities available for competitors?
	

	Where are they located?
	

	How will competitors store their possessions?
	

	Food & Beverages
	

	Will a pre / post race meal be available?  What will the meal be, and the cost?
	

	Will there be facilities for spectators to purchase food before, during and after the race? If yes please detail the facilities.
	

	Car Parking
	

	Is there car parking available for competitors and spectators?
	

	Where are they located?
	

	Is there enough car parking for all competitors and spectators?
	

	Is the parking free or paid?
	

	Race Headquarters
	

	Is there a race head quarters?
	

	Where is it located?
	

	What facilities does it have? Wifi / power / heat etc
	

	Other entertainment
	

	Will there be other entertainment booked?
	

	What will be present?
	

	Where will it be located?
	

	Do you require a licence 
	

	Announcements
	

	How will PA announcements be made?
	

	Will a licence be required?
	


	Swimming – Pool Swim 
	

	Consideration
	Response

	What is the name of the swim venue?
	

	Will there be waves? If so how many?
	

	How will competitors be allocated a wave?
	

	How often will competitors be started in their lane
	

	Will wave times be available for competitors before registration and the race briefing?
	

	Will a warm-up or acclimatisation opportunity be provided prior to the swim start?
	

	How many lifeguards will be on duty?
	

	Swimming – Open Water Swim 
	

	Where will the swim take place?
	

	Is it a loch / river / sea / reservoir / other
	

	Will there be waves?  If so, how many? 
	

	How will athletes be allocated into waves? 
	

	How will different waves be identified? 
Note: for open water events swim hats must be a different colour to buoys marking the course.
	

	What are the wave times / time inbetween?
	

	Will the start be from a static position in the water or run in from the shore? 
Note:  static preferred – from hip to shoulder deep is generally recommended.
	


	Open Water Safety

	Please refer to the Triathlon England Open Water safety guidance document to help you to complete this section.
In addition to this section, you must prepare a full open water safety plan and risk assessment. 

	Consideration
	Response / narrative

	Water site information
	

	Do you need / have permission to swim at your chosen venue?
	

	Has the venue or Local Authority water safety officer approved the swim?
	

	Sea swims – have the tide times been checked? Do the event start times correlate with the best sea tide conditions?
	

	Will you carry out a water quality check?  If so, who will carry this out?
	

	Are there any underwater obstructions /currents to note? If yes please provide details.
	

	What is the anticipated water temperature?

Note: At temperatures below 11°C it is recommended that open water swimming does not take place
	

	At what three distances will you check the water temperature?
	

	Who will source a thermometer and take the temperature?
	

	What is the water access point?
	

	What route will the swim take? Out and back / point to point / circuit?
	

	What is the water egress point?
	

	How will the swim course be measured out?
	

	How will the swim course be marked?

What colour will the buoys be?

How high will the buoys be?

Note: Swim buoys must be minimum 1m high
	

	Water site safety 
	

	Water safety cover provided by? (company name)
	

	Number of motorised safety craft
	

	Number of other safety crafts on water
	

	Number of qualified lifeguards present
	

	Will you have any scuba divers?  If yes, how many? 
	

	How will you communicate from the land to the boat crews and water personnel?
	

	What mechanism is in place for ensuring competitors are counted safely into the water?
	

	Will a boat/canoe precede the leading swimmer in each wave?
	

	What mechanism is in place for ensuring all competitors have safely left the water?
	

	What is the swim cut off time (s)?
	

	Person responsible for counting swimmers in (name)
	


	Transition Safety
	

	Consideration
	Response / narrative

	Where is transition located? 
Eg. Carpark, lochside, field etc.
	

	Will you have more than one transition area? If so, what measures will you take to manage all effectively?
	

	Will a transition carpet or floor be required? If so, what will be applied?
	

	What measures are in place to ensure all transition areas are neutralised and fair?
	

	How will bike racks be numbered?
	

	How much space is allocated per competitor?
	

	How will the mark the mount / dismount line be marked?
	

	What measures will be taken to ensure competitor bikes are roadworthy?  
	

	What measures will be taken to ensure competitors have an approved safety marked cycling helmet?  
	

	How many Stewards/Marshals will be on hand to provide directions to the competitors in and around transition/mount dismount lines, bike and run exits, bike checks etc?
	

	What time will transition close before race start?
	

	When can competitors collect their bikes from transition at the end of the race?
	

	What security measures are in place to ensure only athletes get to remove their own bikes? 
	


	Bike Safety
	

	In addition to this section, you must prepare a full bike safety plan and risk assessment.

	Consideration
	Response / narrative

	Has the cycle route been decided? 
	

	Does the route require roads to be closed?  Has permission been sought? 
	

	Will there be any road diversions / roadworks?

If yes, please give details.
	

	What measures will be taken to reduce risk to competitors, on the course?

· Competitor notes 

· Course maps

· briefing

· marshals

· signage

· road paint
· aid stations

· first aid on course
	

	Will Police presence be required at any specific/key junctions?  
	

	What measures will be taken to reduce drafting?

Will you be requesting motorcycle officials?
	

	How many stewards/marshals will be on the bike course?
	

	Have bike times  for first / last athlete out of T1 and first / last athlete into T2 been considered?
	

	Will there be a bike course cut off time?
	

	Will there be a sweep vehicle? Who will operate it?
	

	Will residents of the areas affected be made aware of the event?  If yes, how?
	

	Will local businesses of the areas affected be made aware of the event?  If yes, how?
	


	Run safety
	

	Consideration
	Response / narrative

	Has the run route been decided? 
	

	Does the route require roads to be closed?  Has permission been sought? 
	

	Will there be any road diversions / roadworks?

If yes, please give details.
	

	What measures will be taken to reduce risk to competitors, on the course?

· Competitor notes 

· Course maps

· briefing

· marshals

· signage

· road paint

· aid stations

· first aid on course
	

	Will Police presence be required at any specific/key junctions?  
	

	If there are aid stations, will they be marshalled and what will they provide?
	

	Will there be a run course cut off time?
	

	Will there be a sweep vehicle?  Who will operate it?
	

	Will residents of the areas affected be made aware of the event?  If yes, how?
	

	Will local businesses of the areas affected be made aware of the event?  If yes, how?
	


	Finish Safety
	

	Consideration
	Response / narrative

	Will there be a clearly defined finish chute?
	

	How many competitors would be able to cross the finish line together safely?
	

	Are there barriers to keep spectators away from the finish line?
	

	Will food be provided immediately after the finish line? If yes, what food?
	

	Will sports drinks be provided immediately after finish line? If yes, what drinks?
Note: water must be provided
	

	Will event mementos be provided immediately after the race? If so what mementos?
	

	How will you ensure all competitors are accounted for?
	


	Results process
	

	Consideration
	Response / narrative

	Will the event be chip timed or manual timed?
	

	If chip timing fails, what is the back up method? 
	

	When will results be made available to competitors? 
How will results be distributed?
	


	Prize ceremony
	

	Consideration
	Response / narrative

	Will equal prizes be offered to male and female winners?
	

	What prize categories will be offered?


	

	What will be provided for prizes?
	

	Will there be spot prizes, and if so how will winners be chosen, and what prizes will you give out?
	

	Who will present the event prizes?


	


	Volunteer Welfare
	

	Consideration
	Response / narrative

	Who will lead the steward / marshal briefing?
	

	How will the event director communicate with the event stewards/marshals during the event?
	

	What food and drink will be provided for all?Food and drink bags will be provided for all stewards and volunteers and food and drink will also be provided for marshals. This will be made available on site both before and during the event. 
	

	How will comfort breaks be managed?
	

	How will volunteers receive a memento for helping?
	


EXAMPLE BRIEFING TEMPLATES
Marshal Briefing
Below are some points which you should include in your race briefings to all stewards/marshals.  Head of race sections and/or lead marshals should also brief participants about points specific to their race areas.

General

· Visibility – all stewards/marshals should wear a hi-vis jacket (where will they be able to pick one up?)

· Welfare – how will you provide food/drinks for marshals, when can they get food/drinks; when can they take breaks (post relief/toilet stops)

· Emergency plans – how will marshals contact head of race section/lead marshal; how will marshals summon first aid First Aid

· Race timetable – marshals are asked questions by participants so give them information to answer your FAQ and a race timetable 

· Contact sheet – again give all key staff contact numbers to all marshals 

· GPS / location position on the course (in the event that the emergency services need to be called in)

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

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

· Be aware of competitors coming from both directions

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

· If you are aware of a breach of rules, note the number & the suspected breach and advise the appointed Technical Official.

· All incidents and accidents to be reported to race director and appointed Technical Officials.  How will they do this?

· Beware of pets, children, prams etc. crossing the course.

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

Swim

· Be in place well before start

· Make sure people slow down coming out of swim

Transition

· Ensure all bags are well out of the way

· Beware of people coming from both directions

· Ensure people have helmet on before touching bike and rack bike.  Do not hesitate to stand in front of them until their helmet is done up correctly.

· Ensure numbers are clear and on correct

· Clear and bags or belongings out of the path where athletes are running

Bike

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

· Point and shout very loud the directions

· Use slow down hand signals as required

· Keep traffic moving, don’t stop traffic that is on the course (only Police are permitted to stop traffic)

· Ensure no drafting – take note of numbers and offence and advise the appointed Technical Officials

Run

· Be clear as to direction for runners

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

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

Competitor briefing
Below are some points which you should include in your race briefings to all competitors.  
Welcome

· Thank everyone for coming, especially those who have travelled far

· Thank your event team, volunteers, sponsors

· Mention and thank your sponsors (e.g. this event would not be possible without the help of…)

· Introduce the event Chief Technical Official and offer to let them talk after you

Swim

· Briefly explain the key points regarding your swim route – refer competitors to course maps

· Outline key safety points (e.g. for rescue, lie on back and raise one arm)

· Outline any specific hazards and or points to note (e.g. keep the buoys on the left)

· Outline key rules (e.g. in a pool event, overtake at the end of a lane only)

Bike

· Briefly explain the key points regarding your cycle route - refer competitors to course maps

· Outline any specific hazards and or points to note (e.g. traffic merging)

· Outline key rules (e.g. number on the back / do not draft / obey the highway code)
Run

· Briefly explain the key points regarding your run route - refer competitors to course maps

· Outline any specific hazards and or points to note (e.g.cattle grids)

· Outline key rules (e.g. number on the front / you can’t be paced / obey the highway code)

Safety / welfare

· Explain any specific protocol with regards to safety

· Explain procedure should you get into difficulty and need help 

Other

· Ensure competitors do not litter

· Tell everyone to have a great race

· Pass on the microphone to the Chief Technical Official
1

