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	Place tick in applicable box
	Ok
	Action

	
	
	

	2-3 weeks before the event

	
	
	

	Track measurements, markings and levels

	Verify the facility survey report if Level 3 event or above
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Check Track survey  to see if  track measured with/w’out curb
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Verify track curb all around the track
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Check all races can be held whilst the curb is in place. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Check track markings and colours
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	

	Event programming and facilities

	Confirm with the facility the list of events taking place.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Review any potential safety issues re: layout v timetable 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Check if there is a reqt for concurrent pools in events 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Confirm the timetable of events.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	

	Equipment

	Age-Groups taking part to determine implement weights
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Equipment lists for track and for each field event.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	What equipment you need to bring. (E.g. Photo finish, EDM).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Space and available equipment for checking implements.
	 FORMCHECKBOX 

	 FORMCHECKBOX 




	Place tick in applicable box
	Ok
	Action

	
	
	

	Confirm power supply is available: PA, photofinish etc)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Confirm who will set up events (hurdles/starting blocks etc)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Space for event administration. (officials room, photo finish)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Space and PA equipment for announcers.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Results production: Printing, photocopying and display space
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Check location of lap counters, timekeepers & judges stands 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Check the location and number of computers for photo finish
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	

	Field Events

	Determine who will layout the field & available equipment
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Check status and condition of all equipment and bars
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Verify circle diameters/depths, runway widths and lengths. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Check that circles and runways are clean, dry & in good repair
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Check sector, circles, runways & circulation areas for hazards.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	PV/HJ: Check landing areas are secured & in good condition
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	PV/HJ: Check that uprights are available/not bent or damaged
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	SP: Check stop board to ensure it is tightly held in the concrete
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Place tick in applicable box
	Ok
	Action

	
	
	

	HT/DT: Check concentric ring is properly installed 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	HT/DT: Check the cage opening and position of the gates
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	HT/DT: Check condition of cage and netting for holes & gap
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	LJ/TJ: Put down any additional horizontal take off boards
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	LJ/TJ: Check boards to see if they need repair or levelling
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	LJ/TJ: Check that sand is even and level with take-off board
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	

	General

	Likely number of spectators (Will this require stewards?)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Will any temporary barriers be required?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Access arrangements. 
(Athletes, officials, spectators. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Any need for allocated seating. (e.g. timekeepers?)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Catering requirements. Spectators, athletes, officials
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Parking for competitors, spectators, officials, VIPs
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Call room location (if required)

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Toilets and changing for athletes. Toilets for spectators.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Confirm venue safety and evacuation procedures.
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Place tick in applicable box
	Ok
	Action

	
	
	

	On the day of the event

	
	
	

	General

	Arrive at least 90mins before the first scheduled event
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Conduct a safety walk round of the facility 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Hold a team briefing to discuss any timetable/safety issues 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	S’Chase: Clean water jump before filling with water
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Check sector, circles, runways & circulation areas for hazards.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Check to make sure that you have all required equipment
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Use barriers/taping to restrict access to runways/field events
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Make sure all equipment is present and in good condition 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	

	Track Events

	Check location of wind gauge for first event 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Deploy cones on a track without/missing curb
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Place tick in applicable box
	Ok
	Action

	
	
	

	Locate photo finish


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Mark 800m break line


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Check hurdle heights


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	

	Field Events

	Check the sector layout/alignment
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Check that circles and runways are clean, dry & in good repair
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	PV/HJ: Check that uprights are in good condition and set right
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	PV/HJ: Check the length and sag of crossbars
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	PV/HJ: Check location & condition  of landing areas
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	SP: Check stop board to ensure it is tightly held in the concrete
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	HT/DT: Check concentric ring is properly installed 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	HT/DT: Check the cage opening and position of the gates
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	HT/DT: Check condition of cage and netting for holes & gap
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Place tick in applicable box
	Ok
	Action

	
	
	

	LJ/TJ: Install the long and triple jump boards.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	LJ/TJ: Check boards to see if they need repair or levelling
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	LJ/TJ: Check that sand is even and level with take-off board
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	LJ/TJ: Loosen sand in the landing areas & moisten
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	
	

	Post Event

	HT/DT: Repair any holes made by throwing implements
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	HT/DT: Inspect sprinkler heads for any damage 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	LJ/TJ: Sweep sand back into the landing area
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	LJ/TJ: Replace the covers over landing areas and jumping pits
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	S’Chase:Drain the water jump


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	HT/DT: Check throws cage for damage and report if necessary
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	LJ/TJ: Store competition boards & replace with blanking boards 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Remove equipment and hurdles to storage.
	 FORMCHECKBOX 

	 FORMCHECKBOX 
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