Chiltern Cross Country League
Guidance on hosting a match

A: Responsibilities for the Chiltern League

1. Pay all reasonable expenses which usually amount to between £1,700 and
£2,500. Please discuss with the Treasurer if the costs are forecast to be more
than 10% above the upper limit of this range.

2. Supply race numbers to entrants and manage the entry system via the Chiltern
League Portal.

3. Supply Officials and the Results Team (those working in the finishing funnel
guiding and recording finishers)

4. Supplement your marshals with volunteers from other clubs.

5. Produce race results and publish these on the Chiltern League website.

B: Responsibilities for the Host Club

1. Design the course for each age group including where marshals will need to be
positioned to ensure safety/provide guidance.

e Thetimetable should be carefully considered to avoid participants of different
races coming into the finishing funnel at the same time, and to avoid runners
in the same or different races crossing over each other. The timetable can be
adjusted to suit a course. Please liaise with the Fixtures Coordinator.

e Recommended distances by age group are quoted on the Chiltern League
website, but the maximum should not be exceeded. Please refer to: The
Chiltern Cross Country League: About

2. Provide hard ground parking reasonably near to the course for approximately 800
cars.

e This can be private or public car parks.
e Often local schools are prepared to rent out their carparks for a fee.

e Also consider disused airfield or industrial estates which are generally under
used on Saturdays.

e If using a parking facility (as opposed to road parking), you will also need
parking attendants to direct cars as they arrive.

3. Obtain arace licencing permit from UK Athletics.

e The form needs to be completed online at least 8 weeks prior to the event.
There is no charge to do this. This then provides the event with Insurance.

e The form will ask for information about the planned course including a map
showing the routes to be used, the distance of each race, the timetable of
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races, medical provision, a risk assessment, and other details such as name
of Referee and their licence number. Please contact the Officials Coordinator
for details of the referee.

e Print the UKA licence and display it somewhere clearly visible on race day,
probably at registration/event HQ,

e Thelinkto the Cross-Country licensing portal can be found here:
Event Licensing - Cross Country

4. Obtain all permissions relevant to the venue, e.g. Local Authority and
Landowner(s).

5. Inform the Police

6. Nominate a host club marshal coordinator who should request marshal
volunteers from your club and then consolidate this list of names and contact
details alongside those volunteers provided from the non-host clubs.

¢ Note that the policy of asking non-host clubs to provide full day cover for 1-3
marshalling points (depending on club size) for one of the fixtures each season
resultsin coverage for around 10 marshalling points from non-host clubs, with
the host club then covering the balance.

e In advance of race day, the host club marshal coordinator should write to all
marshalvolunteers with details of where on the course they will be posted and
for which time slot, along with details of where and when they should meet on
the day for a marshals briefing (normally 30-45 min before the first race starts).

7. Set up the course on the day and remove everything after the completion of the
lastrace.

e Clearly mark the course withflags, cones, arrows, or tapeat turns,
intersections, and potential hazards.

e Use biodegradable marker paint for the start and finish lines.

e Significant tree root risks or holes in the ground should be avoided, but lesser
risks that are difficult to see should be clearly marked with bright fluorescent
biodegradable paint or tape.

e An obvious point but arrange for volunteers to stay around at the end to
remove any rubbish which has been left behind as this increases the chances
of being given permission to run future races.

8. Carry out a Risk Assessment as appropriate for your event.
e Health and Safety Information including template Risk Assessments can be
found here:
https://www.uka.org.uk/governance/health-safety/

9. Provide sufficienttoilets for both athletes and spectators. Thisis normally around
10 Portaloos ideally alongside a urinal.
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10. Provide appropriate first aid/medical provision

e Arrange appropriate first-aid cover with a competent medical provider, based
on the event medical risk assessment. Provision must include a means of
reaching casualties anywhere on the course. Depending on the venue/terrain,
this may require a 4x4 or other suitable off-road response vehicle.

e Provide the medical company with the event details, approximately 1,000
competitors, U12 to veterans, expected spectators, timetable, course map
andterrain, and ask them to specify appropriate cover following a medical risk
assessment.

e Provide a clearly identified first-aid/medical facility at the finish with suitable
access for casualty evacuation.

e Note that the event organiser is required to provide confirmation that
adequate first aid cover is in place when applying for a licence.

11. Provide a light lunch and drinks for Officials and the Results team.
e Thisis approximately 18 people.
e The League will refund the cost up to a limit of £10 per official.

e Note that this does not include marshal volunteers as the majority of these
work in shifts, unlike the Officials and the Results Team who are on duty for
the entire day.

e You may choose to use any food vans you are arranging (see point 12 below),
but if you are providing lunch yourself you will be able to get names and email
addresses from the Officials Coordinator in order to write to them directly for
any dietary requirements and sandwiches preferences.

12. ldeally organise 3™ party food and refreshment vans

e At the outset consider negotiating a fee or commission. This is normally
reasonably modest and could even be in the form of food and drink vouchers
for the officials.

e [f the lunch for officials and the results team is to come from a food van,
consider practicalities around them being able to get their food quickly (which
might need pre-ordering) and avoiding the need to queue.

o Note that an arrangement with Sarah Davis from Events Sportswear is already
in place and agreed with the Chiltern League Organising Team directly. She
will be given the details of the host clubs and will contact you directly around
arrival times, pitch etc.

13. Consider any inconvenience to residents and other members of the public and
minimise where reasonably practicable.

e Forexample encourage the use of public car parks or other arranged parking
facilities to steer people away from parking in residential streets.
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14. Send race details to the Fixture Coordinator (copying the league secretary), 2-3
weeks before the event.

e This should include:

>
>

>

Y

>
>

Course maps

Directions to the venue and parking recommendations (including post
codes and ideally what3words)

Timetable
Race distance for each race

Facilities (such as arrangement for toilets, changing and refreshments),
meeting place

Details of marshal briefing: time and place
Any particular points you would like highlighting.

e The Fixture Coordinator will arrange for this information to be uploaded onto
the Chiltern league website via the Social Media/Website Coordinator. Once
this has been uploaded, the Fixture Coordinator will email member clubs to
inform them that the information is ready to view and will draw out any
important points that you have highlighted.

15. Other

e Past experience has shown that it is helpful to have a bucket of sand or
sawdust at the finish in case any of the athletes are sick after crossing the line.

For additional advice and to discuss potential locations please email:
fixtures@chilternccl.co.uk copying secretary@chilternccl.co.uk

C: Other useful links for host clubs

Excellent guidance can be found in these two documents.

England Athletics Cross Country Licensing Guidelines 2025/ 2026

2025-26-England-Athletics-Cross-Country-Guidance-v3.pdf

UKA Guide to Cross Country Event Organisation:
https://www.uka.org.uk/wp-content/uploads/2020/03/Cross-Country-Guide.pdf
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D: Chiltern League organising team contacts

Role Contact email address
Fixture Coordinator fixtures@chilternccl.co.uk
Secretary secretary@chilternccl.co.uk
Treasurer treasurer@chilternccl.co.uk
Officials Coordinator officials@chilternccl.co.uk
Registration Coordinator Team registration@chilternccl.co.uk
Results Coordinator results@chilternccl.co.uk
Social Media & Website Coordinator socialmedia@chilternccl.co.uk
Awards Coordinator awards@chilternccl.co.uk
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