
Monthly Run/Walk Monthly Handicaps 

Duties of the Event Managers 

 
In supporting the Event Managers, the role of the Run/Walk Handicap Sub-Committee is to ensure 

the supporting network is in place for the Event including Government approvals, venue access and 

the provision of the equipment and catering and tables, tents etc. 

It is the policy of the Run/Walk Handicap Sub-Committee that, for safety and organisational 

reasons, the Event Managers and the Event Officials are not eligible to participate in the Events of 

the day. 

 

The role of the Event Manager is: 

 

 to ensure (with the assistance of the Roster Manager) that there are sufficient officials for the 

Event and that they have been informed of their duties.  

 To ensure the course is marked and to oversight the activities associated with the smooth and 

safe running of the Event. 

 

The role of the Assistant Event Manager is: 

 

 to assist the Event Manager in meeting his/her responsibilities and in particular, in the 

absence of the Event Manager at the start area of the events, to be the point of contact for the 

officials and ensure they are directed to their positions.  

 

No later than two weeks prior to the Event, the Roster Manager will email to the Event Managers a 

list of the Event Volunteers contact details, a copy of this document, a copy of the Officials 

instructions and the web link for the course location, map, and course instructions. 

 

No later than ten days prior to event day the Event Manager should liaise with all volunteer 

officials to ensure that all are available for the event day and are aware of their commitments, 

including time of arrival. Officials should arrive in time to help set up for the events (tents and 

tables). If there are any withdrawals or non-responses, the Event Manager is to inform the 

Roster Manager at actmahandicap@gmail.com  The Roster Manager then will attempt to find 

replacement helpers. 

 

The Event Manager will also be provided with a copy of the Handicap Event Emergency Policy so 

that he/she is aware of what action should be taken in the event of an emergency. 

 

The Event Manager must advise all volunteers who will be out on the course to keep an eye out for 

any competitor that appears to be in trouble and to phone the organisers at the start/finish advising 

the name and chest number of the competitor and the nature of the problem. 

 

The Event Manager should have a good knowledge of the course being used on the day in order to: 

mark or seek assistance to mark the course; guide Course Marshalls to their respective positions; 

inform of any late changes in the courses and; assist  in the case of any emergencies related to 

accidents on the course. The Event Manager should familiarise himself/herself with the course 

by accessing the course notes and map on the ACTMA website (actma.com.au then go to the 

"Events/Calendar" tab, click on "Race/Walk Handicap Program." and scroll down to the 

relevant monthly event).  The Event Manager is to provide a copy of the course map to each 

Course Marshall. 

 



 

Shortly before the event (preferably one or two days before), the Event Manager should physically 

check out the course to determine that there are no problems with the course. 

 

To assist with marking the course, the Club has small white marker pegs that could be placed out 

when checking the course.  This will enable the Course Marshalls, on the day of the Handicap, to 

more easily find the correct location to place larger cones and markers.  The pegs should be placed a 

metre or so off the track to minimise the risk of interference from people walking or running in the 

area. These pegs could be collected at the end of the previous Handicap or later from the Club 

Equipment Trailer.  

 

For the safety of participants, in the case of a problem on course, the Event Manager is to have 

access to a mobile phone and officials out on the course are to have a mobile phone containing 

the contact number of the Event Manager.  

 

On the day, the Event Manager is the first point of contact for all volunteer Course Officials and 

participants. The Event Manager should be satisfied that each official is capable of fulfilling their 

assigned task and should ensure all officials understand their duties for the day and go to their 

stations by the allocated start time. 

 

At the end of the Event, when necessary, the Event Manager should liaise with the Event 

Announcer. 

 

When all formalities are completed, the Event Managers should enlist the help of the Event 

Officials to ensure the Event area is left as it was found.  

 

IMPORTANT 

 

The Event Manger has discretion to allow a family member to substitute for duty in the event that a 

rostered member has an illness/injury or is unable to attend for any other reason.  If a substitute is 

used, that duty will be attributed to the member.  A member is not entitled to use a substitute so that 

they can compete in the run/walk.  

 

No course change is permitted without the approval of the Handicap Sub-Committee. 

 

DID NOT FINISH (DNF) 

 

A participant who does not complete the correct course, or withdraws from the event for any reason, 

must be given a place card if they cross the Electronic Timing mat and be advised to report to the 

Recording Desk advising that they DNF.  However, if they do not cross the Electronic Timing mat, 

they are not to be given a place card but must report to the Recording Table advising that they DNF. 

 

MEASURING WHEEL 

 

Please advise volunteers who are assisting with packing the gear trailer after the event that the 

measuring wheel is to be stored on the top shelf to avoid it being damaged by heavy items. 

 

 

 

 


