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Chapter 1  
 

Little Athletics - An Overview 

 
1.1 History of Little Athletics 

Little Athletics evolved, like most voluntary community or organisations, through the mind and 
conscience of one man.  Trevor Billingham following the pattern set by many pioneers in the 
field of community service, recognised a need and introduced an idea designed to meet that 
need. 

On an October day in 1963 three boys turned up at an athletics meeting in Geelong.  They were 
ready to compete.  On approaching an official they were told that they were too young to take 
part.  The official was Trevor Billingham. 

The disappointment, evident in the boys, left a marked impression on his mind. 

The thought was temporarily forgotten.  It came alive again several months later.  At a coaching 
clinic designed for secondary school students it was noted that the majority of children were of 
primary school age. 

Reminded of his earlier experience, Trevor Billingham had the gem of an idea.  The answer to 
the need expressed in the children could be a simple Saturday morning competition. 

On the first Saturday of October 1964 … he met with a small group of children on a Geelong 
oval.  They took part in a short program of running events. 

From that simple beginning, athletics for boys and girls developed at a phenomenal rate …. 

LITTLE ATHLETICS WAS BORN … AND ON THE MOVE. 

Little Athletics created tremendous interest.  By 1973 the Tasmanian Little Athletics Association 
was formed.  Within five (5) years there was an Australian Little Athletics Union. 

Today, more than 80,000 children regularly participate at Little Athletics Centres in every State 
in Australia.  This represents over 4 million children who have experienced the sport since its 
inception. 

 

1.2 Aims and Objectives 

The primary aim of Little Athletics is “the development of children, with emphasis on positive 
attitudes and a healthy lifestyle through family involvement in athletic activities”. 

It is an active recreation for children up to the age of 15 years.  A wide range of running, 
jumping, throwing and walking events is conducted.  Competition is graded so that children of 
similar age and ability compete with each other, and the emphasis is placed on participation 
and personal improvement rather than winning. 
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Aims and Objectives 

The children and their parents belong to Little Athletics Centres which are affiliated with a 
State/Territory Association.  Parents are involved in all aspects of the activity, as coaches, 
officials, administrators and spectators.  They form the committees which administer Centres 
and conduct the weekly competition. 

By encouraging children to participate in regular physical activity, Little Athletics helps them to 
lay the foundation for a healthy lifestyle; by involving the parents in all aspects of its activities, 
it provides opportunities for families to participate together and to share experiences; and by 
bringing so many children and parents together in an atmosphere of friendly co-operation it 
can benefit the whole community. 
 

 

1.3 Philosophy 

 
The philosophy of the Little Athletics movement is summed up in the slogan  

“LITTLE ATHLETICS FOR…FAMILY...FUN...and…FITNESS” 
 
The Family 

One of the basic reasons for the continued development and enthusiasm generated by Little 
Athletics, has been the attempt to meet the needs of children as part of the family unit. 

Little Athletics is more than a sport.  It is a community orientated organisation which enables 
the entire family to do something together. 

Parents are involved in the program as voluntary helpers or officials.  They share in many 
experiences with the children. 

Little Athletics provides a vital communication bridge between parent and child.  This link can have 
benefits far beyond the years spent in the Centre.  Society has, increasingly, produced subtle and 
damaging pressures on family and community relationships.  The FAMILY CONCEPT approach to 
programming counteracts those pressures. 
 
Fun 
 
All Children like fun … all children need fun.   The weekly competition provides fun through 
participation, in an enjoyable sport, with friends in the same age group. 

There are special activity and novelty events; particularly for the younger children.  A wide range of 
interesting and enjoyable FUN programmes are presented in the form of trips, camps and carnival 
events. 
 
Fitness 
 
The community has become increasingly aware of the value of physical fitness.  A fit body can 
mean an alert mind and a decrease in the incidence of many physical ailments. 

Combined with FAMILY involvement…FITNESS can be … FUN in the happy environment of a Little 
Athletics Centre. 
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1.4 Codes of Behaviour 

 Encourage children to participate if they are interested.  However, if a child is not willing do not 
force him or her. 

 Focus upon the child’s efforts rather than the overall outcome of the event.  This assists the 
child in setting realistic goals related to his/her ability by reducing the emphasis on winning. 

 Teach children than an honest effort is as important as victory, so that the result of each event 
is accepted without undue disappointment. 

 Encourage children to always participate according to the rules. 

 Never ridicule or yell at a child for making a mistake or losing an event. 

 Remember children are involved in Little Athletics for their enjoyment, not yours. 

 If you disagree with an official, raise the issue through the appropriate channels rather than 
questioning the official’s judgment and honesty in public.  Remember, most officials give their 
time and effort for your child’s involvement. 

 Support all efforts to remove verbal and physical abuse at Little Athletics activities. 

 Recognise the value and importance of being a volunteer official and/or coach.  They give of 
their time and resources to provide recreational activities for the children and deserve your 
support. 

 Demonstrate appropriate social behaviour, by not harassing athletes, coaches or officials, 
smoking on the arena or being intoxicated. 

 Avoid use of bad language. 
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Chapter 2  
 

The Structure of Little Athletics 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
2.1 Australian Little Athletics (ALA) 

Little Athletics is organised nationally through ALA.  The policy making body of ALA is the 
committee which consists of two delegates from each affiliated State or Territory, together 
with an Executive comprising of a President, an Administration and Finance Director, a 
Competition and Standards Director and a Public Relations Director. 

The Executive are elected every two years from nominations received from the affiliated 
Associations and voted on by each of the affiliated Associations. 

Affiliation with the ALA brings the following benefits to State/Territory Association (and hence 
to its members - the little athletes). 

 ALA can negotiate with national sponsors and thus bring financial benefits to its member 
Associations. 

 ALA can make submissions to the Federal Government on behalf of all States and assist 
member Associations for the betterment of Little Athletics. 

 ALA provides a forum for member Associations to exchange ideas and information relation 
to administration, education, development, coaching etc. 

 Membership of ALA enables a team from each State/Territory to represent it in the 
Australian Teams Championships. 

STATE / TERRITORY ASSOCIATIONS 

REGIONS 

(some States only) 

ZONES/DIVISIONS 
(some States only) 

CENTRES 

CLUBS 
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2.2 State/Territory Associations 

i)  Structure and Roles 
 

In each State or Territory, the position and control of the Little Athletics movement is 
vested in its Board of Management. 

The members of the Board of Management are elected by delegates from each of the 
affiliated Centres, at the Annual General Meeting of the Association. 

If necessary Sub-Committees may be formed to advise the Board of Management on 
matters within there designated areas of responsibility.  Such Committees are comprised of 
members from various Centres with particular expertise and/or interest in certain areas. 

The State/Territory Associations have a variety of roles including such things as obtaining 
sponsorship and/or Government assistance, provision of publications/information, 
education of coaches and officials, guidance and support for all Centres and their 
executives, conducting meetings and conferences, provisions of paperwork etc. 

 
ii)   Meetings of the Association 
 

Annual General Meeting (AGM) is the Association meeting at which the election of the 
Board of Management takes place and the Annual Report of the Association is delivered. 

Annual Conference participation is by two (2) Centre Delegates, each of whom have voting 
rights, together with the Board of Management who can vote on changes to rules or the 
Constitution. 
 
Any changes to the Association’s Constitution can also be voted upon at the AGM, State 
Conference and Special General Meeting. Two (2) delegates from each Centre and the 
Board of Management are permitted to vote. 

 
 

2.3 Centres 

 
The Centre is the body that organises and conducts the weekly competitions for all athletes.  
Each Centre has an elected Committee of Management that is responsible for the 
administration and conduct of the Centre’s affairs.  The separate duties of the members of the 
Centre Committee are detailed in Chapter 4 of this publication. 
 

 

2.4 Clubs 

 
The Club is the smallest administrative unit in the Little Athletics movement.  Each Club forms a 
part of and is tied to a particular Centre. 
 
The Little Athletics Club normally has a small management committee selected from parents 
within the Club and their main function is to perform simple administrative tasks.  Clubs are 
usually based at local schools and use the facilities at the school for any coaching sessions.  
Clubs do not conduct competitions but take part in this activity at the “parent” Centre.  A 
member of Clubs grouped together in this manner form the Centre. 
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Chapter 3  
 

Planning 

 
 
Planning takes time and effort and to be successful needs a commitment from your management 
committee.  HOWEVER, long term it will save your Centre time and lead to successful and satisfying 
involvement.  Remember, to fail to plan is to plan to fail. 

 

3.1 Aims 

The major aim of a planning exercise is to gather together a summary of collective ideas and 
agreed direction.  From these ideas a plan can be developed which provides a framework 
within which the Centres administrators, coaches and members can operate. 

It provides the chance for the Centre to take a long term view of itself. 

Following the planning exercise, the Centre will have a much clearer direction for the future.  It 
should have a calendar of activities and events for planning as well as an operating summary 
for all other aspects of the Centre. 

Planning takes time and effort and, to be successful needs commitment from management and 
members.  The Centre will however, reap the benefits and rewards in the long term as it will 
save time and in turn lead to successful and satisfying involvement for all members. 

 Planning enables your Centre to: 
 

 Set direction and keep on track. 

 Increase operational flexibility to cater for changes in current members’ needs. 

 Your Centre will then be able to maintain members into whom time and energy have been 
invested. 

 Increase participants especially if the Centre develops strategies to increase its visibility in 
the community and/or promote the Centre at local schools. 

 Set out expectations for the year and spread out the workload more evenly, identify key 
tasks and responsibilities and seek to recruit volunteers with appropriate experience for 
specific tasks. 

 
 

3.2 The Planning Process 

 Identifying Needs/Opportunities 
 

 What can your Centre provide? 

 What does the community want? 

 Who else offers these services? 

 What are your Centre’s primary activities? 
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3.2 The Planning Process 
 

Consider some of the following influences: 

 School and community acceptance of the Little Athletic movement. 

 The nature of Little Athletics and the benefit it can give to development for all sports. 

 Funding sources. 

 The diversity of Little Athletics. 

 Space/facilities available - Little Athletics has the greatest number of participants on an 
oval at one time. 

 Perception that it is more difficult today to involve volunteers than in the past (eg. Both 
parents working, single parent families etc.) 

 The impact that changes in school commitments for young people will have on their 
preparedness to commit themselves to playing sport. 

 Parental expectations may influence children both towards and away from some sports. 

 The increased diversity of sporting opportunities. 

 Timetabling difficulties because of the increased shopping hours effects parents, children 
and facility usage.  (This includes the impact of young people working during traditional 
sporting competition times). 

 Increased expectation of professional presentations of sport because of television and 
other media. 

 Increased community expectation of quality, qualified coaches (this has increased the 
interest in coach training programmes). 

 Promotion of health messages and the resultant increased awareness in the community of 
the influence of diet, activity and lifestyle on well being. 

 

Establishing Key Goals 

 Keep your goals simple and brief. 

 The goals should show where you are heading. 

 Decide your Centres prime functions - immediate and long term. 

 Set measurable, realistic and achievable goals.  It is recommended that performance 
targets be established for the major areas of the Centres operation. 

 Ensure the goals respond to the needs you have identified and recognise what Little 
Athletics is all about. 

 Check that goals are consistent with what your current membership wants. 

 

Target Market 

 IDENTIFY THE GROUP YOU CAN CATER FOR. 

 Geographical (this will tell your Centre who to promote programmes to and where to 
locate services and assist in recruitment activities). 

 Age groups and matching programmes, e.g. 9 year olds = 60m hurdles, small shot puts and 
discus etc. 

 Are you targeting local schools for recruitment? 

 What is the level of interest among volunteers? 
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3.2 The Planning Process 
 

Implementation Strategy - Making it Happen  

A) What / Who 

 Recruitment methods 

 Competition - appropriate and relevant to age group and skill level 

 Training of officials/coaches etc. 

 Communication - publicity/coaches etc. 

 Safety Procedures 

 Administration - be aware of your State Association and other relevant regulations. 

 

RESOURCES to be developed and utilised. 

 Information/training 

 Personnel 

 Publicity mechanisms 

 Finances 

 Facilities 

 Equipment 

 
B)    Why 

 Relates to goals 
 

C)   When 

 Establish critical timelines for when events are to be conducted. 

 On a forward planning calendar map out the major events and responsibilities as well 
as the key lead-up planning and preparatory work times. 
− change the timing of some activities 

− draw on additional assistance and resources at heavy work times. 

− determine activities of lesser importance. 

D)   Where 

 The focus of operations 

 Communicate information 
 

E)    Who 

 Co-ordinates program 

 Is catered for 

 The key personnel 
  

F)   Implement 
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3.2 The Planning Process 
  

G)   Evaluate 

 There are two types of evaluation, qualitative and quantitative.  One measures the quality 
of programs, events and competitions.  The other type of evaluation will enable your 
Centre to have details of how many members have registered, how many children 
participate regularly in competitions etc. 

 It is desirable to all Centres to evaluate their programmes using both methods mentioned 
above. 

 
 

 
3.3 Getting Members Involved 

 
It is important to get others involved in the planning process as it gives them a sense of ownership 
and they will become more committed to the Centre and the ideas will be more varied as a result. 
 
There are many ways of doing this including: 

 Special planning meetings 

 Circulate discussion papers 

 Make draft ideas public 

 Survey current/potential members 
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Chapter 4 
 

Administration & Management 

 
The key to a successful Centre is successful administration. 

Irrespective of how small or how informal a Centre is, for it to operate in an effective fashion, there are 
certain administrative tasks which need to be undertaken. 

For a start its members need to communicate in order to make decisions.  This involves meetings which 
must be conducted in an orderly fashion if they are to be effective.  The important decisions made at 
meetings need to be recorded and perhaps communicated to others. 

Outside organisations or individuals will need to communicate with the Centre, and such 
communications may need to be recorded and perhaps communicated to others and/or recorded for 
future reference. 

Centres have communal funds, which need to be responsibly managed and accounted for. 

A set of rules for Centre operation, needs to be determined and agreed upon.  (This may take the form of 
a constitution, by-laws or regulations). 

The manpower resources of the Centre are headed by an elected group of people which is described as 
a committee.  This group has the primary responsibility for administering the organisation, although 
part of this responsibility may be delegated to other individuals or groups. 

 
 
 
 

4.1 Centre Committee 

 
The role of a committee member is two-fold.  Firstly, they participate in the committee as one 
member of a decision making body, which operates through a system of meetings.  In 
particular, all members of the committee, not just the vocal ones, should be made to feel that 
they are part of the decision making process. 

Secondly, the committee member often has specific responsibilities which may relate to the 
work of the committee but are implemented outside it (eg. Publicity officer, officials etc.) 

Where possible, members with specific talents or backgrounds should be sought and 
encouraged to accept relevant positions. 

The minimum acceptable committee, for a small Centre would be comprised of four adults. 

The positions of President, Secretary, Treasurer and Registrar shall (as a minimum) form the 
Executive or officers of the Centre. 

For incorporated Centres, a Public Officer is to be appointed from the officers of the Centres. 
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4.1 Centre Committee 

Committee job specifications are as follows : 

i) President 

The President shall be responsible for : 

a)   Maintaining established principles for : 
i)  Constitutional Matters 
ii)  Discipline of Centre 
iii)  Aims and ideas of Centre 

b) Monitoring the operation of the principles in a) and facilitating any changes in 
accordance with the Constitution. 

c)   Representing the Centre at : 
i)  Association Meetings 
ii)  All Centre activities 
iii)  Meetings with local authorities 

d)  Attending at least 90% of general and committee meetings. 

e)  Chairing and conducting meetings in an orderly manner.  With the assistance of the 
Secretary, establishing an agenda for the next meeting to be held. 

f)  Observing the meaning of the Constitution. 

g)  Ensuring fair hearing for all members. 

h)  Ensuring majority decisions are made on all matters placed before the committee. 

i)  Bringing to the notice of the committee any issue or matter which may affect the 
Centre. 

j)  Facilitating the operation of the Centre. 

k)  Understanding meeting procedure and encouraging all members to participate in an 
orderly manner. 

l)  Ensuring that all Committee members effectively carry out the tasks allocated to them. 

m)  Preparing an annual report on the Centres activities, for presentation to the AGM and 
the Association. 

ii) Secretary 

The Secretary shall be responsible for : 

a)  The faithful recording of the minutes of the Committee meetings.  General Meetings 
and the Annual General Meeting. 

b)  The publication and distribution of the minutes and the proposed agenda for the next 
meeting in a timely manner. 

c)  Receiving correspondence on behalf of the committee. 
d)  Collating  incoming correspondence. 
e)  Recording and advising the committee of the details of all correspondence received by 

the Centre. 
f)  Assisting the President in the organisation of the committee and other meetings. 
g)  Responding to all correspondence, as necessary. 
h)  Notifying the association of all accidents/injuries. 
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4.1 Centre Committee 
 

iii)   Treasurer 

The Treasurer shall be responsible for : 

a)  Maintaining accounting journals to accurately record all Centre income and 
expenditure. 

b)  Publishing on a regular basis a summary of the accounting activity, including the bank 
balance. 

c)  Liaising with Financial Institutions from time to time to place any surplus funds into 
an appropriate investment. 

d)  With the other members of the executive committee, conducting a current account 
with a suitable Financial Institution for the purpose of the payment of any of the 
authorised outgoings of the Centre. 

e)  Assisting the Registrar with the receipt of all registration moneys and remittance of 
all fees due to the Association. 

f)  Preparing an annual budget. 

g)  Keeping a true account of all assets and liabilities. 

h)  Paying all accounts, after a motion has been passed to authorise payment on each 
and every amount. 

i)  Being a signatory on the cheque account. 

j)  Obtaining and renewing insurance coverage for all Centre property, equipment etc. 

 

iv)  Registrar 

The Registrar shall be responsible for : 

a) The receipt of TLAA Registration materials prior to the start of the Season. 

b) At the start of and during each season, the issue, processing and recording of a 
registration form for every new or returning child. 

c) The issue of an athletic registration name and age tag, state badge, information 
manual, result book, plus any other State requirements, to each eligible child. 

d) The transmission of all necessary documents, forms and fees to the State Membership 
Director. 

e) The maintenance of a register of all current and prior season athletes.  This register is 
to contain : 

i)  All name and address, age, parent and pertinent medical and other details that are 
deemed to be required by either the committee or the Association from time to 
time. 

ii)  Number of years of continuous registration for each athlete. 

iii)  The age group into which the athlete has been placed for the current season. 

f) The distribution and ordering of Association Awards as required by the Association. 
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4.1 Centre Committee 

v) Championships 

The Championships Committee Member shall be responsible for : 

a)  The selection of athletes for competition at State Carnivals.  This may be done in 
consultation with the Records and Ranking Officer. 

b)  The completion and submission of any application forms and compliance with any 
other formalities necessary to enter the Centre members in Association Carnivals or 
Championships. 

c)  Ensuring adequate numbers of Centre members and officials attend State Meetings or 
Championships.  This would be done in consultation with the Officer for Officials. 

d)  Organising any Centre Championships and special events. 

 

iv)  Records and Ranking Officer 

The Records and Ranking Committee member shall be responsible for : 

a)  The correct entry of the results sheets of each Centre running day. 

b)  The publication and distribution of individual result tickets for each event attempted by 
each athlete on each running day. 

c)  The publication and distribution of weekly results summaries. 

d)  The formulation and application of adequate procedures to ensure the accuracy and 
veracity of all results recorded. 

e)  The publication and distribution to the Committee of any reports which it resolves will 
assist in the operation of the Centre, including those required by the Registrar and 
Officer for Championships. 

 

vii) Technical Requirements 

The Technical Requirements committee member shall be responsible for: 

a)  Conducting a regular stocktake of all Centre equipment and accounting for any 
equipment on loan. 

b)  Maintaining the equipment in safe and good working order.  This may entail organising 
a working bee from time to time. 

c)  Advising the Committee of the need for and cost of any repairs or replacements 
required from time to time. 

d)  Purchasing any authorised equipment. 

e)  Allowing access to the equipment for any use authorised by the Committee. 

f)  Contacting the Association regarding changes to technical and ground requirements. 

 

viii)  Education 

The Education shall be responsible for : 
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4.1 Centre Committee 

a)  The establishment and conduct of regular coaching sessions for all athletes for all 
events. 

b)  The provision of Association sponsored clinics to assist in the development of the skills 
of the Coaches, and members of the Centre. 

c)  The provision of specialised coaching clinics to assist in the development of the skills of 
the athletes. 

d)  Ensuring adequate representation by the Centre at Association coaching courses. 

 

 ix)   Canteen Officer 

The Canteen Officer shall be responsible for : 

a)  The provision and operation of the canteen on every Centre running day. 

b)  The adequate staffing of the canteen. 

c)  The accounting of all provisions purchased, sold and held by the canteen. 

d)  The remittance to the Treasurer of all moneys collected from the operation of the 
canteen. 

x) Publicity & Public Relations  

a) The Publicity & Public Relations shall be responsible for :The assembly and publication 
of a regular newsletter to all Centre members. 

b) The assembly and publication of an introductory booklet (eg. Centre handbook) which 
is distributed to the family of each registered athlete at the beginning of each season. 

c) The development and promotion of relationships with the local newspapers and any 
other suitable media, with the aim of obtaining editorial or special feature space 
highlighting the aims and activities of the Centre, its athletes and its members. 

d) The provision of weekly competition results to the Media. 

xi)  First Aid Officer 

The First Aid Officer shall be responsible for : 
a)  Keeping an up-to-date first aid kit, including ice. 
b)  Providing general first aid to athletes. 
c)  Keeping an accurate record of all injuries. 

 
ADDITIONAL POSITIONS MAY INCLUDE : 

Vice President 

a)  Assisting the President, when required, in the administration of : 
i)  Meetings 
ii)  Policy 
iii)  Public Relations 

b)  Assisting the various committee members in the discharge of their duties. 
c)  Liaising with parents, members and helpers to find out what facilities are required to 

further improve the running of the Centre. 
d)  Standing in when needed, in the absence of the President. 
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4.2 Centre Meetings 

Meetings between office bearers and between members are essential for effective 
communication within a Centre, as well as for the effective operation of the Centre on a 
democratic basis. 

i)  Types of Meetings 

There are several different types of meetings that a Centre may conduct.  They can be 
grouped broadly into : 

General/Special Meetings, which are open to all members of the Centre (although they 
may not necessarily have the right to vote).  Such meetings are called on occasions when a 
particular issue needs to be addressed / discussed. 

Committee Meetings, which normally involve only elected or appointed decision makers.  
In the case of most Centres such meetings involve all committee members and occur on a 
monthly basis.  It is here that the day to day issues at the Centre are addressed. 

Annual General Meeting, is a type of general meeting, usually conducted within two 
months of the completion of the season.  It is at this meeting the election of committee 
members takes place, the financial and committee reports are presented and any changes 
to the constitution and by-laws occur. 

A Centre must hold their AGM within fourteen (14) days of the State Association AGM. 

ii)  The Agenda 

The starting point for any meeting is to decide on the time and place of the meeting, the 
business to be conducted and the order in which it will be conducted.  This is the 
compilation of the agenda. 

A typical agenda would be : 

(a)   Attendance and apologies 

Chairperson:  Introduces special guests by name and qualification 
  Welcomes visitors 
  Calls for apologies 

 Moves that apologies be accepted 

b) Previous Minutes 
 The chairperson amends if necessary and confirms, by motion, minutes of the previous 

meetings. 

c)  Matters arising from Minutes 

 Usually related to action someone was appointed to take at the last meeting.  
Discussion is confined to those matters not to be covered in reports to come. 

(d)  Correspondence 

 Secretary presents a list of inward and outward correspondence, in chronological 
order.  Chairperson requests motion that inwards correspondence be received and 
outwards endorsed. 
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4.2 Centre Meetings 

(e)  Reports 

 Treasurer: Regular written financial report 
  Discussion on Report 
  Motion to accept accounts for payment 
  Motion to adopt the report 

 Other Committee Members:    
Discussion and action may follow each report. 
Each report must be adopted by means of a motion. 

(f)  General Business: Any other matters. 

(g)  Next Meeting: Date and time 

 

iii)  Motions 

All items of business requiring a decision must come before the meeting by way of 
motions, which, if passes, become resolutions. 

A motion should be proposed before the chairperson allows any discussion on the topic.  
This promotes order in the discussion. 

The motion must be seconded otherwise it will lapse. 

Once a motion has been moved and seconded, the mover and seconder may speak to the 
motion.  The chairperson decides when the vote should be put. 

The mover of the original motion should then be offered his/her right of reply  The motion 
or amendment is read out. 

The chairperson, without prejudice, could also summarise the proceedings for and against. 

Different forms of voting are :  by voice, by show of hands, or by secret ballot. 

Unless specified otherwise in the constitution (eg. For a constitution change a 75% majority 
is required) a simply majority vote (by voice) is often enough for the chairperson to declare 
the result.  If there is any doubt on the voice vote, the members may call for a show of 
hands. 

If there is a tie, the proposal is rejected.  The constitution should provide for the voting 
power of the chairperson. 

 

v)  Quorum 

Generally, more than 50% of the members elected and present form a quorum.  This 
number is dependent upon that specified in the Centre constitution. 

Without a quorum no resolutions can be accepted. 

 

vi)  Time Control 

Good time control is vital for the satisfactory conduct of a meeting.  The chairperson is 
largely responsible for this, but these ideas may help. 

 Use a sub-committee to research an issue that needs a lot of discussion.  They can then 
summarise the alternatives for the meeting. 
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4.2 Centre Meetings 

 Accept that most meetings have a social aspect as well as a business aspect.  
Experiment with ways of balancing personal contact with efficiency (e.g. a meal before 
the meeting). 

 Aim to start and finish on time, even if not everyone is there or not all business is 
finished. 

 If time runs out the meeting may decide to extend the closing time, say half an hour in 
order to finish important business, then may allow the executive to make decisions on 
the remaining items, or they may defer that business to the next meeting. 

vii)   Minutes 

It is essential to have a correct record of the proceedings of a meeting.  The minutes serve 
as a general and attendance record, and in the case of later doubt or dispute, they are a 
legally accepted reference. 

The minutes should be written up soon after the meeting before your memory fades!  Use 
the past tense.  Summarise in logical order any discussion.  Include the names of both 
mover and seconder. 

The amount of detail included in the minutes is up to the particular committee to decide.  
Use ‘Action” subheadings to detail who was delegated to follow up on tasks. 

Minutes should ideally be typed and distributed to committee members as soon as possible 
after the meeting. The Agenda should be circulated one week before the meeting. 

At the start of the next meeting, the minutes should be confirmed, after any amendments 
have been made, as a true and correct record and signed by the chairperson.  (Try not to 
read them at the start of the meeting as it is time consuming). 

 

Election (Annual General Meeting) 

Many Centres have trouble finding enough good committee members to stand for election.  
Other Centres have problems because the wrong people stand for election. 

Nominations are usually made in writing before the Annual General Meeting, but may be taken 
on the day. 

A good election is pre-planned to give your Centre the best possible chance of obtaining a 
workable committee.  To do this, your Centre should  

 Circulate job descriptions for committee members so that people know what is involved. 

 Let candidates nominate themselves so that more modest newcomers have the 
opportunity to stand even if no one thinks to ask them. 

 Make sure that someone who cares about the organisation keeps track of nominations so 
that if there are not enough good candidates, then suitable people can be approached and 
asked to attend. 

 In a contested election, ask all candidates to talk for at least one minute about any past 
experience that makes them suitable to sit on the committee and what they hope to do for 
your organisation in the future. If a candidate is too shy to speak, let one other person 
speak for them. 
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Chapter 5  
 

Registration 

The Centre Registrar is the person responsible for the receipt and recording of all registrations within 
the Centre.  To perform this duty efficiently requires careful preparation prior to the registration day. 

5.1 Prior to Registration Day 

Shortly before the start of each season the State Registrar will supply each Centre Registrar  with 
some or all of the following items: 

 Registration Cards  

 Name and Age Tags 

 Information Manual 

 Ticket Books 

 Awards 

 Sponsorship Material 
 

5.2 On Registration Day 

i)  Set up for Registration 

On the first registration day(s) it is best to have a number of registration tables. 
Other items such as pens/pencils, rubber bands, receipt books etc. will also be required. 

 
ii)  Registration Forms 

Each child who wishes to compete at Little Athletics must complete a registration form. 

To ensure accuracy and that the correct emergency information is included, registration 
forms must be completed by parents or guardians. 

 The following particulars must be noted : 

 Athlete’s surname and given names 

 Athlete’s address and telephone number 

 Date of Birth 
 School attending 

 Whether the child has ever been registered as a Little Athlete before, with any Centre 
and in any year. 

 Date of Registration 

 Whether Centre personnel have permission to seek emergency medical treatment. 
 Details of any medical problems/disability. 

 The Centre personnel must then check the form for completion and fill in any sections 
for Centre Use Only. 

 Both parents names must be on the form, but only one need to sign. 
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5.2 On Registration Day 
 

iii) Proof of Age 

Centre officials must sight a satisfactory proof of age document for new registrations 
only. No registration can be accepted without this being done.  Acceptable forms of 
proof of age are:- 

• current passport 
• birth certificate, full or extract 
• notification of birth registration 
• baptism certificate 
• a statutory declaration may be made as an absolute last resort.   

iv) Determining the Age Group 

Any boy or girl at least five (5) years of age and under thirteen (15) years of age as at 
midnight on September 30 may be registered with the Association for the period of 
twelve months following that date. 

A table for easy reference to age groups can be found at the end of this chapter. 

v) Registration Numbers/Name & Age Tags 

Allocate a registration number to the athlete and write that number on the form.  
Registration numbers should be issued in sequential order. 

Name and Age Tags must also be allocated once the proof of age has been sighted and 
the correct age group determined. 

Parents/guardians should be advised as to Association requirements for the positioning 
of name and age tags in the appendix of this publication. 

vi) New Registration/Re-Registration/Dual Registration/Transfer 

Complete the new/re-registration/transfer box. 

 New registration - the child has never been registered with any Centre in any season. 

 Re-registration - the child has been registered in any previous season (not necessarily 
with the same Centre). 

 Dual Registration – in some States an agreement exists between the Little Athletics 
Association and the Senior Athletic Association that allows athletes the option of 
competing with either or both body. For details regarding this possibility, contact your 
State Association. Normal registration is payable to T.L.A.A. 

 Transfer refers to the transfer of an athlete from one Centre to another within the 
same season, either Intrastate or Interstate 

vii) Issue of Receipts 

The appropriate fee must be paid at the time of registration and a receipt immediately 
issued. Each Association will determine each year the amount payable by each child as 
a registration fee.  Centres may determine an additional amount that is to be retained 
by the Centre to meet the Centre's administration and equipment costs during the 
season. 

It will assist parents registering children if all fees payable are displayed on a 
blackboard or special notice. 

Parents must be advised of the breakup between TLAA and Centre Registration Fees. 



 

TLAA Administration Manual – July 2008  Page 23 

 

5.3 After Registration Day 

 

i) Sorting Forms/Cards 

Following registration day(s), registration forms should be separated into CENTRE copies 
and ASSOCIATION copies. 

Naturally, the Association copy must be returned to the Association office and the 
Club/Centre copy form retained for the Centre's own records. 

Forms should then be grouped, boys/girls/age group/alphabetically, as follows:- 

 divide into boys and girls 

 within each, sort the forms into age groups 

 within each age group, sort the forms alphabetically by surname 

 group the forms by age group and sex, eg., U7 Boys and U7 Girls, U8 Boys and U8 Girls 
and so on. 

DO NOT SORT BY REGISTRATION NUMBER 

 

ii) Registration Receipt 

Complete a Registration Receipt form giving details of the registration forms to be 
enclosed. 

A registration receipt must accompany all registrations returned to the State Registrar. 

Registration List – An updated registration list must accompany each return of 
registrations. 

 

iii) Submission of Registrations 

Calculate the total registration fees payable to the Association, for the registrations to be 
enclosed. 

Pack registration forms (Association copy only), registration receipt (top two copies), 
registration number list and a cheque or money order, securely into a padded bag and sent 
to your State Registrar. 

Registrations must be sent in weekly at the beginning of the season, then fortnightly later 
in the season.This ensures that the children are covered by insurance and permits them to 
compete in Association Meetings. 

 

iv) Corrections 

If any forms are returned to you by the Association for queries or corrections, please make 
the required changes as soon as possible and if necessary, send back the forms quickly. 
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5.4 Transfers 

Transfers of registered Little Athletes between Centres, requires no additional Association 
registration fee.  This also applies to interstate transfers.  The following procedure is to be 
adopted when effecting transfers. 

An Intrastate transfer notification form must be filled in and sent to the relinguishing Centre 
within seven (7) days. 

 A registration form must be filled in and lodged with the gaining Centre. 

 A new registration number is to be issued to the athlete and entered on the registration form. 

 In the space marked `new registration or re-registration' on the registration form print the 
letter `T' (for Transfer).   

 The Association copy of the registration form and a covering note must be forwarded to the 
Association Office, either separately or with a batch of registrations.   

 Do not include transfers in the main body of the registration receipt form, as the total number 
of registrations on the form must tally with the value of the attached cheque. 

 For athletes transferring interstate an interstate transfer form must be filled in and a copy 
given to parent of athlete, together with a photocopy of athletes T.L.A.A. registration form.  
These are for presentation to registrar at their new Centre. A copy of the transfer form must be 
sent to the T.L.A.A. State Registrar within seven (7) days. 

    

  

5.5 Registration Benefits 

From time to time Centres or individuals are moved to ask `What do we get for our registration 
fees?' Some of the benefits are:- 

i) Material benefits: 

 Affiliation with an incorporated  body 

 Name and Age tag 

 State Cloth Badge 

 Place tickets 

 Little Athlete's ticket book 
 Accident Insurance 
 T.L.A.A. Information Manual 
 Merit & Participation Awards 

 Public Liability Insurance 
 Copies of magazines and/or newsletters 
 Sponsors giveaways 

In that list alone a Centre operating individually would find it very difficult to supply the 
same number of benefits for the same sum.  The face value of material alone would be 
well in excess of the registration sum. 
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5.5 Registration Benefits 
 

ii) Education and Other Benefits: 

 Services of Education &  Development Officers  
 (some States only). 

 Eligible to enter Association Championship events. 

 Promotional literature eg. Development leaflets 

 Coaching camps and clinics 

 Issue of Association publications eg. hand-books, newsletters, magazines etc. 

 

iii) Continuity: 

 Perhaps the greatest benefit from an Association is the security inherent in a member 
body.  Because of the Central Body, assistance can be given to Centres in trouble.  
Ideas, experience and special assistance can be made available from the wide scope of 
expertise available to each Association. 

 Without an Association, some Centres, would no doubt, survive.  However in time, they 
would become totally parochial, the movement would fragment and go out of 
existence. 

 This is part of the philosophy behind the ONE ASSOCIATION concept. 

 In other words: 

 "`Association' in its dictionary sense means.....a joining together....a sharing of ideas...  
The major benefits to be derived from the Association is the bringing together of 
PEOPLE ... for the MUTUAL advancement of Little Athletics and in the interest of ALL 
the children being served". 
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Registration Ages 
 
Season 2007/2008 

 
 1992 1993 1994 1995 1996 1997 1998 1999 2000 2001 2002 

Jan NA 15 14 13 12 11 10 9 8 7A 6 

Feb NA 15 14 13 12 11 10 9 8 7A 6 

March NA 15 14 13 12 11 10 9 8 7A 6 

April NA 15 14 13 12 11 10 9 8 7A 6 

May NA 15 14 13 12 11 10 9 8 7A 6 

June NA 15 14 13 12 11 10 9 8 7A 6 

July NA 15 14 13 12 11 10 9 8 7A 6 

August NA 15 14 13 12 11 10 9 8 7A 6 

Sept NA 15 14 13 12 11 10 9 8 7A 6 

Oct 15 14 13 12 11 10 9 8 7A 6 NA 

Nov 15 14 13 12 11 10 9 8 7A 6 NA 

Dec 15 14 13 12 11 10 9 8 7A 6 NA 
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Chapter 6 
 

Publicity & Promotion 
 
 

Most sports have an interest in increasing their membership.  More members or supporters bring in 
more funds which enable the sport to develop through better facilities, enhanced opportunities for 
competition and more effective administration. 
 
Gaining new members is no easy task because of the large number of sports that are now competing 
for support at all levels.  Even retaining existing members can be a challenge in this competitive 
climate. 
 
Publicity and promotion of a sport is becoming increasingly important, not only to move forward but 
also to avoid slipping backwards.  Many sports participants and spectators regularly switch their 
allegiance from sport to sport, and such turnover is not likely to be prevented by marketing.  The loss of 
former supporters is inevitable, but can be offset by attracting new supporters.  To do so, however, 
requires constant attention to promotion. 
 
Crucial to your publicity program is picking the right target group or persons and aiming what you do at 
them.  When aiming at a target group, you must work out where they are, how to reach them, and 
what will interest them.  Be aware of what is important to each group and tailor your appeal to that.  
Parents of young children, for example, are very concerned with safety, fun, and appropriate times and 
levels of competition, so stress these. 
 
Remember:  Promotion is only as effective as the effort put into its preparation !! 

   
 

6.1 Ideas for Promotion  

 
 i) Schools 

 Visit the schools and speak with headmasters.  Talks to children mostly will be 
permitted if sufficient notice is given to the school.  Use display items to enthuse 
children.  Keep talks brief but interesting, stress participation rather than excellence.  
Ensure you have sufficient leaflets or brochures to allow distribution to at least one per 
family. 

 
 ii) Local Stores/Shopping Centres 

 Most stores will display a window poster advertising WHEN - WHERE - HOW MUCH - 
CONTACT PERSON.  These should be erected at least two weeks before the start of 
your Centre activities.   

 Visual displays may also be permitted - use a sample uniform - it looks impressive and is 
attractive to children. 

 In Shopping Centres, the Complex Manager must be first approached for approval to 
mount a display in the common walkway area.  Knowledgeable people need to man 
this display to provide information and promote your Centre.  Visual display featuring 
ribbons, books, cards, uniforms etc. attracts interest. 

 Demonstrations can have a dual purpose.  They provide the spectators with a fun 
leisure experience just by watching, and they encourage people to think positively 
about the centre or program, hopefully resulting in participation or support.  If 
possible, demonstrations can also include a hands-on experience for spectators. 
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6.1 Ideas for Promotion 
 

 iii) Local Banks/Libraries etc. 

 Nearly all Branches have a display space within their premises.  Prior arrangements 
need to be made with the Bank Manager to ensure the space is available for your 
display.  The display should be in place for at least a week prior to the start of the 
season and preferably for a fortnight.  Display items can include a uniform, 
performance booklet with ticket display, achievement awards, year books, sample 
ribbons and general colourful information sheets. 

 
 iv) Letterbox Drops 

 Flyers are an inexpensive useful promotion for mass distribution such as letterbox 
drops.  They are usually printed on a single sheet of paper, on one side, and provide the 
vital details of the promotion in an eye-catching style.  Again, consider your target 
audiences when deciding where and when to distribute your flyers.  They could be used 
effectively in conjunction with displays and demonstrations. 

 
 Make sure you include such details as:- 

 - Who  

 - When 

 - How much 

 - Contact name and number 
 

 v) School Newsletters 

 Most schools, given sufficient notice, will allow details of the Centre and its registration 
days etc. to be published in the school newsletter.  Try not to make your segment too 
wordy, but remember to include all relevant details and if possible, several contact 
numbers. 
 
 
 

6.2 Media 

 
 Another desirable form of promotion is through the public media, however, this may at times 

be difficult to achieve. 
 
 Good and regular relationships with media staff can be important in achieving ongoing 

coverage.  It is well worth cultivating these relationships and, through them, attempting to 
understand what each media outlet wants, and to respond accordingly. 

 
 When you deal with the media, you must:- 
  

 know your subject;  

 believe in its appeal; 

 know your market; 

 be familiar with all media personnel; 

 be sincere and confident; 

 be friendly and avoid waffle and jargon; 

 make your point as briefly as possible. 
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6.2 Media 
It is all very well to know and appeal to your selected target group.  It is also vital to know and 
appeal to your media contacts. 

 Remember, the media is there to help you - but it is not at your disposal.  Each media 
organisation is the final judge on which events it will cover, and will not be bullied by over-
zealous officials.  The media is in the business of news, not community service notes or free 
publicity; it has to weigh up what is of most interest to its readers, listeners and viewers. 

 i) Press 

 The first task in this regard is to find out what `local' papers are distributed in the area 
served by your Centre.  To a large extent, the space allowed in the paper depends on the 
editor and/or the sporting editor.   

 It is therefore in your interests to meet these people and `sell' Little Athletics to them.  
Determine their requirements in respect of how the articles should be presented, whether 
or not they will accept your own photographs, or if they will arrange for one of their 
photographers to visit your Centre for this purpose.   

 Also define their deadline for submission of articles.  If you arrange to submit articles at 
defined intervals, always ensure you keep the agreement because if you don't, they will 
soon find another sport that will.  By maintaining contact with the local press, even if not 
requiring publication of articles, you will instill in them confidence in your Centre. 

 

 a) How to write a media release 

 A media release is a written announcement, informing the media about something you 
would like them to report.  It will be competing for attention with a host of other releases 
and stories, so make it as attractive as you can for the journalist to read. 

 Be brief and to the point.   

 Write in the same style in which it would be reported or read if possible. 

 Use Centre letterhead if you have one, otherwise type the full name and address of the 
organisation on top. 

 Type the press release, double spaced and leave wide margins. 

 Title it MEDIA RELEASE and then add a brief heading telling what it is about (eg. LOCAL 
JUNIOR BREAKS AUSTRALIAN RECORD). 

 Show when you want it published/broadcast by indicating FOR IMMEDIATE RELEASE or 
EMBARGOED TILL 4pm JUNE 15. 

 Get straight to the point and write your most important information in the lead 
paragraph.  (News releases are frequently shortened by being cut from the bottom.) 

 Use short paragraphs, short sentences, no jargon.  Each paragraph must be capable of 
standing on its own. 

 Don't assume the media is familiar with your organisation, so don't use abbreviations. 

 Be accurate.  Check and double check facts, times, dates and places.  Mistakes or 
exaggerate-ions will affect your credibility and make it difficult to get future press 
coverage. 

 Attribute statements to a particular person (eg Mr J K Smith or Mrs Jean Jones) rather 
than using the anonymous, "A spokesman for...". 

 If possible, keep the press release to one page, but certainly don't exceed two.  Write 
simple and use common words. 
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6.2 Media 

 Conclude with the name and phone numbers of at least two people who can be 
contacted for more information.  Give work and after hours numbers.  Make sure 
these people know how to handle media enquiries for more information. 

NB. A sample media release can be found at the end of this chapter. 
 
 b) Use of photographs with press releases 

 Pictures really help in having news stories accepted. 

 Large media organisations-ions use their own photographers but your photographs 
may catch their interest.  Smaller newspapers often use photographs supplied with 
news releases. 

 Photographs must be professional standard and should be black and white and 
preferably 150 x 100 mm (6" x 4") gloss. 

 Include a typed caption on the reverse side naming people in the photograph from 
left to right and saying what they are doing and where and when. 

 
 c) Who to contact with your press release 

 Personal contacts are important here.  If you know journalists from previous 
experience with the media, contact them directly.  Phone them before sending the 
press release or follow up the release with a phone call or face-to-face contact. 

 Send your press release to as wide a range of media outlets as applicable to increase 
your changes of gaining coverage. 

 If you do not know reporters personally or by name, send the release to:- 
 

 The Editor of small local papers; 

 The Chief of Staff and Sports Editor (if a sports article) of larger papers; 

 News Editor or Sports Editor of radio and television news; and 

 The Producer of special radio or television programs. 
 
 
 d) Advertising 

 Newspapers appreciate advertising support to accompany your press release whenever 
possible adjacent to your article. 

 
 e) Timing the release 

 Choose `good' days, when news is traditionally slow so that your release receives a 
more favourable reception.  Avoid Fridays. 

 When your Centre is holding special days, it is also polite to invite your local press along 
and treat them as VIP's.  One danger in publicity is to over emphasise the champions 
within your Centre - which may be undesirable for the sake of the champions as well as 
those who never rate a mention.  Articles can include mention of children with perfect 
attendance, those achieving a personal best, or those overcoming a handicap of some 
nature.   

 Children receive a great thrill from seeing their name or photograph in print and a 
balanced presentation covering all aspects of Little Athletics can go a long way towards 
achieving Centre unity. 

 
 



 

TLAA Administration Manual – July 2008  Page 31 

6.2 Media 
 
 f) Radio 

 Most have community affairs segments.  Usually no cost is involved.  Make inquiries 
and utilise this service. 

 Radio has the great advantage of immediacy, but reports are often brief and heavily 
cut, so you must always make the important points first when either writing or 
speaking. 

 When being interviewed on radio, use the present tense where possible as it makes the 
news sound up to the minute.  Speak naturally and enthusiastically and forget about 
the microphone! 

 Your Centre may like to use the community service announcements on both the 
commercial stations and the ABC to advertise an event.  Usually, no cost is involved.  
Remember the FM stations. 

 
 g) Television 

 Television time is the most glamorous most expensive and most elusive of the media 
outlets.   

 The producers of junior or general sports shows are worth approaching if you have an 
innovative or exciting program planned or major event coming up.  Well known 
personalities or local champions are drawcards. 

 News clips are often very short, so again, be brief and to the point.  Arrange 
appropriate backdrops (facility, game in progress) for live interviews. 

 
  
 

6.3 Publications 

 
 Publicity and promotion within a Centre are just as important as that outside a Centre. 
 
 The task is getting the member children and the parents to co-operate, as only when this is 

achieved will the Centre become a strong, united and happy environment that families will 
wish to be a member of.  Similarly, if the Centre and the Association's Board of Management 
work closely together, the various sectors of the public are more likely to respond favourably to 
the Association.  Further, if Centres project a good image to the public, the Association as a 
whole benefits. 

 One way to achieve good communications and public relations, is to produce Centre 
publications. 

 Your own newsletters, brochures and annual reports all provide means of publicity or 
promotion and should be as professional as possible.  Your budget will obviously affect this, so 
choose less quantity and higher quality if need be.  After laying out each page with text and 
illustrations or photographs, show it to someone removed from the Centre to gauge the 
readability, interest level and visual impact before you go ahead and publish.  A brochure 
should be informative and eye-catching and the information accurate, especially names and 
phone numbers. 

 Some ideas for Centre publications are:- 

 and this is probably the best avenue available to Centres to  make information available to their 
members. 

 The ideal time to release this handbook is at sign on, so that Centre and its proposed activities 
during the season. 

Information in this booklet may include the following:- 
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6.3 Publications 
 

 Details of the Centre Committee and how they may be contacted. 

 A resume of the duties of each Centre Committee Officer. 

 Diary of events for the coming season. 

 Reports by each Committee member on their proposals and requirements for the coming 
season. 

 Financial details relating to the Centre. 

 List of Centre records and other achievements of note in the previous and other seasons. 

 Code of behaviour of Little Athletics. 

 Details of trophy evenings, special visits, coaching clinics, Association programs, etc. 
  
Other information can be included as the Committee feel warranted, but it should be kept in 
mind that the aim of the book is to produce a better understanding of Little Athletics and 
develop confidence in your members in the Centre. 

 
 ii) Centre Newsletters 

 The regular issue of a Centre newsletter can keep all members in the Centre current 
with what is happening, what has happened and what will happen in the near future.  
This also provides an opportunity to the Centre Management Committee to issue 
information `en masse', raise any problems that are being experienced, seek assistance 
or information and generally maintain a line of communication that will help people 
feel as though they are an important and considered part of the Centre.  Sufficient 
copies should be prepared for all members and the Officer for Publicity and Public 
Relations should maintain a file for reference purposes. 

 
 

6.4 Association Information 

 
 One item that has been neglected by most Centres is the disbursement of information 

forwarded to Centres from the Association's Board of Management and the Association Office.  
Members of your Centre families are automatically part of the Association and have a right to 
know what the State Association is doing. 

 The best way to achieve this, is to display minutes, newsletters etc on a notice board at your 
ground and make members aware, either personally or through the Centre newsletter, or even 
by PA announcement, that the information is on display.  This may also encourage families to 
take a greater interest in both your Centre and Association affairs. 
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MEDIA RELEASE 
(for immediate release) 

Australian Little Athletics 
a Model of Excellence in Volunteer Management 

 
The Federal Minister for Sport, Senator the Hon. John Faulkner presented Australian Little Athletics 
with the inaugural Volunteer Involvement Program National Recognition Award at Parliament House. 

Australian Little Athletics received the National Organisation Award for its co-ordinated approach to 
excellence in volunteer management. 

The President of Australian Little Athletics, Mr Dave Cramer congratulated the tens of thousands of 
dedicated volunteers who each week tirelessly act as officials, administrators, and coaches in support 
of activities for some 90,000 children throughout Australia. 

"We have endeavoured to maintain their active involvement by giving them a sense of ownership in 
the activities they provide for their children."  Mr Cramer said.  

Australian Little Athletics is highly regarded as a community activity for children and their families 
which uses athletics as the medium to provide the co-operative and friendly environment that 
encourages children to grow and develop positive attitudes and a healthy lifestyle. 

"Whilst I acknowledge the efforts of Australian athletes during Olympic and Commonwealth Games, 
World Championships and National titles, it must be remembered that most of these elite performers' 
successes has been achieved because of the commitment, dedication and involvement of volunteers 
at some stage of their climb to the top".  Senator Faulkner said. 

As a community activity Little Athletics has had a positive impact on the good health and well being of 
thousands of families. 

Each week at a Centre, any number of young children participate in a series of events in a way that 
provides an outlet for energy, as well as an opportunity to achieve and a chance to be with friends 
whilst still having the security of being with the family.  This activity has been occurring for nearly 
thirty years in some parts of Australia, nearly thirty years of Family, Fun and Fitness that have left an 
indelible mark on the lives of thousands of people.   

"Australian Little Athletics has shown a commitment to a balanced approach to the development of 
athletics, believing that only a balanced approach can ensure that today's children are taught basic 
skills and fitness which will increase participation at the grass roots and provide the support 
mechanisms necessary for those more talented to participate at levels which better challenge their 
capabilities."  Mr Cramer said. 

The Volunteer Involvement Program is a joint national program involving the Australian Sports 
Commission, the Confederation of Sport, the Australian Society of Sport Administrators and the State 
Departments of Sport and Recreation.      

END 

For further information: Dave Cramer – President, Australian Little Athletics 
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Chapter  7 
 

Sponsorship & Fundraising 

 
Too often there's a blurring between `sponsorship' and `patronage' - a mistake which can lead to loss of 
vital financial support just when it is needed most. 
 
Patronage is financial or material assistance given without the realistic expectation of any return. 
 
Sponsorship, on the other hand, is a business deal and is expected to be to the advantage of both 
parties in the deal.  It is an agreement or contract with terms that can be quite specific.  Value must be 
given by both sides. 
 
For its support, the sponsoring company expects tangible returns, such as prominent displays of logos, 
media coverage, public acknowledgments and representation at events and special occasions.  It can 
also hope for more intangible benefits such as the improvement of its image in the public eye through 
its association with your Centre. 
 
Gaining the sponsorship does not signal the end of the task.  Having received sponsorship, the Centre 
then has an ongoing responsibility to the sponsor to ensure that they get the publicity and recognition 
that they are seeking from the deal.  If so, this could herald the start of a successful relationship, but if 
not, the organisation cannot expect any further support from that sponsor. 

 
 
 

7.1 State & National Sponsorships 

 ALA, as well as each Association, relies on a number of Sponsors.  These Sponsors will be made 
known to you each season.  It is necessary that Centres do not solicit these companies or a 
company with an opposition product for Centre sponsorship. 

 
 It is in the interest of all children registered with each Association that we `Support the 

Sponsor'.  Failure to adopt this attitude for parochial reasons may affect the benefits of 
sponsorship to many thousands of children in each State and in some cases throughout 
Australia. 

 
 Loss of sponsors mean loss of valuable revenue which would need to be recouped through 

registration fee increases. 
 
 

 

7.2 Centre Sponsorships 

 Centres and Clubs are encouraged to obtain support at the local level and should not overlook 
possibilities that are open to them. 

 
 The local business proprietor is an untapped source who may be receptive to the opportunity 

of being identified as supporting Little Athletics in the immediate community. 
 
 If your Centre is able to obtain sponsorship, it is requested that you contact the Association 

office beforehand to check that it does not conflict with any current Association sponsorship.  
The situation may arise where you intend to approach a company with whom the Association is 
already negotiating. 
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7.2 Centre Sponsorships 
  

i) Obtaining Sponsorship 

 You can't expect to get sponsorship from a company just by asking them.   

 In seeking sponsorship, your chances of success will be greater if you plan carefully, 
present a professional submission and show a genuine understanding of the 
sponsor/Centre relationship. 

 Follow these steps as a guide: 

 Plan ahead.  Your potential sponsors will need plenty of time, so allow 12 months for 
them to prepare. 

 When choosing a company (or more than one) to approach, remember the companies 
that don't sponsor widely already - many others may be fully committed.  Seek 
companies whose product or image can be associated with your Centre's activities.  
Don't expect major sponsorship from a number of companies - one or maybe two 
sponsors can be most effective.  It may be appropriate, however, to obtain minor one-
off sponsorship for specific events or activities, if these sponsors do not clash with your 
major sponsor/s. 

 Find out who to contact by telephoning for the appropriate person to write to. It will 
usually be the marketing, sales or public relations manager.  Ask if you can send a 
written proposal. 

 Send your written proposal.  You'll need to tell the company what your Centre needs 
and in turn, how sponsoring the Centre will benefit their business.  Keep a copy of your 
proposal and follow up with a phone call after they have had a chance to read it. 

 
ii) Preparing the Proposal 

 When preparing a proposal: 

 be professional.  First impressions count so spend some time and effort to make 
the proposal look appealing.  The company's logo on the cover will have a good 
impact; 

 omit irrelevant information.  Keep your proposal short by making it clear just what 
you are seeking. 

 don't underestimate the amount required.  Include an amount to cover telephone 
calls, stationery and other small contingencies. 

 detail the budget for the sponsorship.  Exactly how much to ask for is a difficult 
question.  Be reasonable and only ask for money directly related to your project.  
Sponsors are unlikely to be impressed by your executive wining and dining with 
sponsored dollars; 

 include the Centre background and other appropriate statistics such as likely 
attendance, media coverage, numbers participating and such;   

 state the benefits to the company.  Give the company a list of the ways they can 
benefit from being involved and detail what the company receives in return. 

 don't promise what you can't deliver.  Provide information on how the sponsor can 
measure the success of the involvement.   

 Include any relevant press clippings which will assist your case and demonstrate 
how the company would benefit as sponsor. 
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7.2 Centre Sponsorships 
 

ii)  Looking after your Sponsor 

You must work hard to keep your sponsor involved and up with all your activities.  For 
example: 

 send copies of annual reports, newsletters, minutes of meeting, photographs. 

 ask their advice.  If they show interest, involve them in planning where appropriate.  
They probably have valuable contacts and business expertise which will benefit your 
Centre. 

 make them feel wanted -  give them tickets to all your sporting, recreational and social 
events.  Always have someone whose job it is to look after any company 
representatives - and give them VIP treatment. 

 show how much you value their sponsorship.  Send copies of all press cuttings and 
Centre promotional activities featuring their logo/name.  Keep an attractive up-to-
date scrapbook. 

In short, involve the sponsor in your Centre and all its activities.  Show them that you 
value their support. 

 
If you have, or hope to have, more than one sponsor, make sure they do not conflict or 
cut across each other's place in the market.  There can be no greater referee than an 
established sponsor, so, if permission is obtained, his/her name and company can be used 
to impress another prospect. 

 
 

7.3 Fundraising 

 
 Fundraising is the art of attracting funds for specific projects or Centre activities.  All Centres 

regardless of size, will need to consider raising additional funds at some time or other.  Indeed, 
for some smaller Centres, fundraising may seem like a never-ending problem.  There is always 
an extra piece of equipment needed or uniforms to replace and the Centre committee may be 
reluctant to simply raise registration or membership fees. 

 Any fundraising activity should be for a particular need or project, especially as the public 
always responds better if they can see a specific purpose for their contributions. 

 It is usual for fundraising activities to be delegated to a special sub-committee, headed by a 
member of the Executive Committee.  The treasurer of the sub-committee must prepare a 
budget showing projected results.  Later these can be compared with actual results to 
determine the worth of the project.  Adequate books and records relating to the project must 
be kept. 

 
i) Types of Fundraising 

The ways to raise funds are really only limited by the imagination, but here are some 
common categories for you to consider: 

 Donations: Local business houses etc. may be prepared to contribute either money or 
goods for specific purposes.  Trophy donations and raffle prizes are always popular.  
Make a list of possible donors for once-a-year contributions. 

 Service Clubs: Clubs such as Rotary, Apex, Lions and Jaycees may see a particular 
project as worthy of their support, especially if it benefits the community. 

 Project Income: This is income gained from specific projects such as printing and selling 
Christmas cards, diaries, calendars, bottle collections, hotel meat raffles, or lamington 
and snowball drives. 
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7.3 Fundraising 

 

Remember when conducting raffles that all state governments have strict controls on 
gambling.  Conditions vary from state to state, so if your Centre is planning a raffle or any 
sort, it would be wise to check with your local authority as to what they require.  For 
example, depending on the value of the prizes, you may be expected to obtain a licence or 
permit, the cost of which is often linked to the value of the prizes.  You may also be 
expected to open a separate bank account and to provide a full financial statement after 
the draw. 

An advantage of self-help projects is that they can be fun as well as being highly profitable.  
A disadvantage is that they are labour intensive so they require a high degree of 
commitment from all members. 

 

ii) Ideas for Events 

 Keep in mind the target group you are hoping to reach with your fundraising activity. There 
should be an appealing activity in this list! 

 Sales, bazaars or fairs: Choose a theme such as furniture, art, homemade produce, 
general jumble sales, trash and treasure, book sale etc. 

 Entertainment: Sports contests, exhibitions, demonstrations, talent contests, fashion 
parades, trivia nights, etc. 

 Dances: Fancy dress, disco, theme. 

 Film Night: Buy tickets for a movie in bulk at a cheaper rate and sell them at standard 
rate to members and friends. 

 Dinners: Approach a restaurant that will cater for a function at a discounted price.  
Tickets are then sold at a price which affords a tidy profit.  Minimum numbers might 
apply. 

 Auction: Art, furniture, bric-a-brac. 

 `Athons':  Consider a walkathon, readathon, skipathon, workathon, or skillathon.  
Because these have been around for a while, your Centre should try to come up with 
an unusual title to gain the public's attention.  Consider a project that will benefit the 
community at the same time as you raise funds. 

 Fun Runs: Funs Runs are a possibility but if your Centre is considering, organising one 
you should carefully check legal requirements with local authorities. 

 Barbecues: Conduct barbecues and refreshments stalls at carnivals.  Organise a roster 
of volunteers. 

 

iii) After the Event 

 Now that your Centre has completed the event it is important to tie up the loose ends. 

 Donors should receive an official thank you letter and/or certificate of appreciation.  If 
the fundraising event was for the purchase of uniforms or perhaps an away carnival, 
include a photograph of athletes with your message.  The donor might be able to 
display this.  Maintain contact with them throughout the year. 

 Your sub-committee will need to prepare financial statements for the Centre and 
comply with any requirements set down by government departments. 

 Fundraising can be a very strenuous Centre activity but if handled properly it too can 
generate an opportunity for strengthening the social and personal network of any 
Centre. 
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Chapter  8 
 

Financial Management 

 
A Centre is accountable and responsible to its members, and to its Association.  The Centre must 
provide a Financial Report to its members at the Annual Meeting, and must forward a copy of the 
Report to the Association, the Zone/ Region and to affiliated Clubs (if any). 

A treasurer's first responsibility is as custodian of the Centre's funds, and these funds must be dealt 
with according to the Centre's constitution and the wishes of Centre members.  The treasurer must 
keep a proper record of where money comes from (so it can be shown that amounts have been banked 
to the Centre's credit), and a proper record of all payments (so it can be shown exactly where money 
was spent).  Once the Centre's money has been banked, the trusteeship falls on the committee.  The 
Committee must review the accounts for payment and the general financial operations at each 
meeting. 

If you are involved with a new Centre, you may like to approach people with experience in finance to 
help you set up your financial records.  A local bank manager or accountant may be sympathetic to 
your cause and be willing to assist you. 

 

 

8.1 Budgeting 

 A budget is a projected estimate of your income and expenditure, usually for the next financial 
year. 

 There are two basic ways of working out an estimate:- 

 comparing and adjusting; 

 calculating. 

 Comparing involves looking at your own or a similar Centre's financial statements for the last 
year.  Adjustments must then be made for inflation, expected increases in charges (eg. 
telephone, electricity), and any new programs proposed.  This method can be supplemented by 
keeping trial records for one month to gauge regular program and competition income and 
costs.  In translating the trial accounts to an annual budget, consideration needs to be given to 
likely fluctuations in income and expenditure. 

 Sometimes it is possible to calculate costs accurately.  Quotes can be obtained for major 
projects or purchases, and suppliers of some services can give projected estimates for the year.   

 It will be necessary to determine the day to day running costs of competitions, training and 
other regular activities as well as estimated income from these. 

 Once the budget has been established and agreed to by the committee it should be used not 
only by the Treasurer but by the Committee to monitor the level of income and expenditure. 
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8.2 Recording Transactions 

 
i) Books of Record 

 The books which the treasurer maintains must include:- 

a)  a carbon duplicate receipt book 
b) a bank deposit book 
c) a cheque book 
d) vouchers in support of  payments made 
e) a cash book 
f) a register of members  
 (Registrar would normally maintain) 

 
 The following records may be required depending on the nature and extent of activities:- 

g) petty cash book 
h) supplementary cash book (eg. canteen) and records 
i) register of asset and liabilities 
j) investment register 

 
ii) Receipts 

 A receipt must be issued for all monies received. 

 Receipts must be issued at the time of receiving the money. 

 Originals of cancelled receipts must be retained. 

 Sometimes a lot of payments are made at once and it is impractical to write out 
receipts for each one (eg. at the door of a function).   

 In this case, a supplementary cash record can be prepared where names and amounts 
are recorded and signed by the person collecting the money.  One receipt is then issued 
for the total. 

 All monies received should be banked intact.  Under no circumstance should cash 
payments be made by deduction from monies received. 

 All monies received must be banked promptly, preferably, on the next working day of 
banking, and should always be banked within five working days. 

 Supplementary cash records must be signed by those responsible for collecting the 
money to confirm their accuracy. 

 
iii) Payments 

a) Cheques 

 With the exception of small payments which can be made from a petty cash 
fund, all payments should be made by a separate cheque drawn on the 
Centre's banking account. 

 Immediately a cheque book is received, each form should be stamped `not 
negotiable' and with the name of the organisation. 

 Alternatively, banks will pre-stamp cheques with the words `not negotiable', 
upon request. 

 
 Should it be necessary for a cheque to be cashed, the words `please pay cash' 

will need to be written on the face of the cheque and initialled by the cheque 
signatories. 
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8.2 Recording Transactions 

 On no account should blank cheques be pre-signed. 

 At least two Centre members should be required to sign each cheque.  It is 
strongly recommended that a treasurer, or any other individual, is not the sole 
signatory, nor that 2 members of the one family be signatories. 

 Rules  of  many  organisations require that all payments must be authorised by 
the committee, so a list of the individual amounts to be passed for payment 
should be prepared for the minutes of committee meetings. 

 Where it is necessary to cancel a cheque, it should be marked accordingly and 
left in the cheque book. 

 Sufficient detail should be shown on the cheque butt to identify payment to 
facilitate entry in the cash payment book. 

 Cheque books must obviously be kept in safe custody. 
 
b) Payment Vouchers 

Each cheque drawn must be supported by a voucher form or cheque authority.   

 Supporting documentation consisting of invoices and possible statements from 
suppliers must be attached to the voucher.  The documentation should never 
be removed from the voucher form after the cheque has been drawn. 

 Invoices for goods supplied must be endorsed by the appropriate Centre officer 
to acknowledge receipt of the goods or services in a satisfactory condition.  The 
invoice/statement should then be cancelled so it cannot be resubmitted for 
payment. 

 Have extraordinary payments (honorariums, donations, etc) specially 
authorised by a resolution of the committee or, if necessarily, at a general 
meeting. 

 Where     necessary     and unavoidable, a petty cash advance may be used for 
small payments, but disbursements from petty cash must also be supported by 
vouchers, invoices, statements and/or receipts. 

c) Cash Book 

 For most small organisations, the cash book is the principal or only book of 
account.  It summarises the receipts and payments to provide the basis for financial 
reports to committee meetings, and the annual financial statement. 

 The book has two sections, one for receipts and one for payments.  Suitable books, 
with varying numbers of columns are available from stationers.  Eight columns for 
receipts and fifteen for payments should be adequate for most Centres.  The book 
must be ruled off, added and balanced each month to give figures for the financial 
reports to the committee. 

 An example of the details required to be recorded in the cash book are as follows:- 

Receipts Payments 
Registration fees Equipment purchase 
Uniform sales Uniform purchases 
Canteen sales Canteen purchases 
Raffle proceeds Raffle prize purchases 
Entry fees Registration fees to Assoc. 
Sponsorships Insurance levies 
Donations Entertainment 
Sundry receipts (note details) Sundry payments (note details) 
Bank Interest Bank charges 
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8.2 Recording Transactions 
 

 d) Cash Inwards/Receipts 

 This sheet is compiled from the duplicates of receipts issued and should be written 
up when bank deposits are made.  Each receipt number should be entered in its 
proper sequence.  If a receipt is cancelled, the number should still be entered and 
the word `cancelled' shown against it with a dash in the money column. 

 
 e) Cash Outwards/Payments 

 This is compiled from cheques drawn, and, like cash inwards, the total of the items 
columns will equal the total of the bank column. 

 Write up the cash inward book at least weekly preparatory to preparing the bank 
account. 

 Write up the cash outward book at least monthly as a record from which the 
treasurer's statement to the committee meeting will be prepared. 

 Carry out a reconciliation with the bank statement monthly. 
 

iv) Petty Cash Book 

 The petty cash book is filled out in the same way as the cash book.  Each column is 
headed up with items commonly paid out as petty cash. 

 
 The best way to handle payments made in cash is to draw a float a little bigger than the 

amount of cash needed between trips to the bank, and keep this float in a tin.  Petty 
Cash is then paid out on receipt of a voucher.  Receipts should be stapled to the 
voucher.  When you go to the bank, cash a cheque made out to petty cash equal to the 
amount of petty cash paid out for that period.  When you write that cheque into the 
cash book, list it as petty cash (usually under sundries).   

 
 The petty cash vouchers for that time become the voucher for your cheque. 
 
v) Bank Statements & Reconciliation 

 A bank statement is prepared by your bank at regular intervals, usually at the end of 
each month, to check the bank's records against your own cash book.  These two 
balances may not always agree as not all transactions are recorded at the same time.  
For example, a cheque paid out is entered in the cash book on the day it is paid, but 
does not appear on the bank statement until it has been presented for payment. 

 
 Entries originating from the bank statement - bank charges and bank interest - must be 

entered into the cash outward book or cash inward book (in the case of income) at the 
time of the reconciliation by inserting them in the `bank' column and dissecting them to 
the relevant analysis column (bank charges or sundries). 
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8.3 Register of Assets & Liabilities 

 Most Centres possess some durable assets such as sports equipment, stock of sporting 
material, canteen equipment etc., which must be scheduled in this Register.  The register 
assists in the preparation of financial statements and also of insurance schedules. 

  

Liabilities, in the form of loans, must also be recorded in this Register and cancelled when final 
payment is effected. 

 

8.4 Financial Reports 

i) Committee Meeting Reports 

 Meetings should be held regularly (at least monthly during the season) to enable the 
committee to follow up the prompt payment of accounts received and prompt banking of 
monies received. 

 The Treasurer's report at each meeting should detail income and expenditure since the 
last meeting - copy available to all members. 

 The Treasurer should present the vouchers for expenditure for authorisation at the 
meeting together with the most recent bank statement. 

 The committee should inspect the vouchers and the bank statement and actually minute 
in the following manner ......"resolved that the Treasurer's Report showing income of 
$......., expenditure of $...... be accepted.   

ii) Annual Report 

 Statement of income and expenditure and balance sheet:   
Most Centres publish a statement of income and expenditure and balance sheet as the 
principal financial report to be adopted by their members.  This shows the profitability or 
financial achievement of the year's activities as well as the net worth of the Centre.   

 The report is based on the receipts and the payments which have been summarised in the 
cash books. 

 A balance sheet is a statement of what the organisation owns and what it owes, the 
difference being the `net worth' or `accumulated funds'. 

 Statement of assets & liabilities: 
 Even though a conventional balance sheet may not be prepared the members should be 

provided with a statement of the Centre's affairs.  This will list the assets segregated into 
general categories, showing a reasonable value for each item.  The liabilities should also 
be listed in categories, and when deducted from the total assets will show the net worth 
of the organisation. 

 Certification:   
 Irrespective of the form the annual financial statements are presented to members, the 

treasurer has responsibility for their correctness.  He or she should sign a paragraph 
similar to this example and place it at the end of the financial statement: 

 To the best of my knowledge and belief, the particulars contained in the above statement 
of receipts and payments for the year ended June 30, 199.... are a true statement of the 
financial transactions for the year, and the statement of assets and liabilities as at June 30, 
19....  is a comprehensive summary of the state of the Centres affairs at that date. 

 ...............................................      ................................................ 

      Honorary Treasurer   Auditor 

 In addition to a purely dollars and cents report, the treasurer may prepare a rundown of 
how money was spent through the year, where it was made, and a comment on the 
financial situation of the Centre. 
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8.5 Auditing of Accounts 

 The members of each Centre must each year appoint an independent auditor to audit all the 
accounts and financial transactions for the financial year. 

 The auditor must not be a member of, or associated with, the organisation involved.  He/she 
must have a working knowledge of accounting and be a person of standing within the 
Community (eg. Bank Manager, Town Clerk, etc). 

 Copies of the Auditor's report must be made available to members and to the Association. 

 Your auditor will need:- 

The books of account, consisting of the cash books written up and balanced for the year, and 
the journal and ledger if these records are  maintained. 

Bank statements for the whole year. 

 Copies of deposit slips and cheque butts.  

 Receipt books containing the duplicates of receipts issued as well as cancelled original  
receipts.  The auditor also needs to sight books of unused receipts. 

 Vouchers for payments made, which must be placed in numerical sequence of cheques 
drawn. 

 Access to `paid' cheques from the Centre's bankers - unless receipts have been obtained 
from payers for all payments made. 

 A copy of the last audited statements of  account. 

 The financial statements for the year now being subjected to audit, together with all 
supporting   working papers. 

 Minute books. 

 Any other records or evidence he/she may request to confirm the accuracy of transactions 
recorded and the existence of assets and liabilities shown in the books of account and the 
financial reports. 

 

 

8.6 Financial Control 

 Financial control means regularly monitoring actual income and expenses against the budget.  
These checks will highlight any danger signals quickly, so appropriate action can be taken 
before the situation becomes serious.  A small departure from budget doesn't matter but a 
significant departure does.  An adverse variance from budget may be due to poor performance 
in certain sections of the Centres unforeseen factors arising since the budget was drawn up, or 
even an unrealistic budget. 

 

 

8.7 Insurance 

 Through ALA Centre members and personnel are covered for personal accident and public 
liability insurance.  This insurance policy does not extend to Centre property, equipment etc.   

 The TLAA offer limited insurance, up to a maximum of $5000 in any season for each Centre, 
including Clubs (see attachments). 

 Centres can arrange additional insurance through the ALA broker, Horsell, by contacting the 
TLAA Finance Director. 



 

TLAA Administration Manual – July 2008  Page 44 

Chapter  9 
 

Medical Considerations 

 

 
9.1 Prevention of Injuries 

 
 Many injuries gained through sport, can be easily avoided by taking a number of precautionary 

steps.  Listed below are some hints designed to reduce children's risk of sporting injuries. 
 
i) Preparing for Activity 
 

a) Warming Up 

Warming up is an important aspect of injury prevention, preparing athletes both 
physically and mentally for the activity ahead. 

 
The ideal warm up will help to raise body temperature and increase heart rate.  Fun 
running games of various sorts will ensure that these appropriate responses are 
achieved.  Stretching should always follow this initial warming up stage. 

 
 b) Stretching 

  Flexible muscles and joints reduce the risk of injury as they are able to better 
respond and adapt to sudden movements. 

 
  Rules for stretching 

 stretch gently and slowly - no bouncing 
 hold the stretch for a maximum of 10 seconds 
 avoid stretches that may place stress on the lower back 
 only stretch as far as `feeling the muscles responding' and never to the point of 

pain 
 use relaxed breathing when stretching 
 don't make stretching competitive 

 
c)   Cooling down 

 Cooling down is just as important as warming up! 

 Athletes should warm down to: 

 clear lactic build up in muscles (lactic acid means sore and tired muscles); 

 stretch out previously contracted muscles;  

 decrease body temperature and heart rate. 
 
 The cooling down phase should mimic the initial warming up routine ie. A 

movement activity followed by stretching exercises. 
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9.1 Prevention of Injuries 
 

 
i) Encourage the Use of Correct Technique 

 Encouraging children to use the correct technique for events will help to increase skill 
levels and eliminate the associated risks of being a novice.  Studies have shown that 
injuries are greatly reduced if a child has developed greater skill and proficiency when 
attempting a task. 

 
 
ii) Provide a Safe Environment 
 

a) Rules in Little Athletics 

 Track and field rules have been designed for two reasons: 

 to standardise activities and performances and 
 to ensure that the activity is safe for  competitors and spectators. 

 
 Rules should be clearly indicated to children and enforced by officials and parents. 
 
 b)  Playing Area and Facilities 

 It is the Centre's responsibility to ensure that the facilities and equipment used by 
athletes, officials and spectators are safe and free from the risk of injury. 

 Centre personnel need to regularly check all equipment for faults and/or 
degeneration.  Event areas should be kept level, free from obstructions and clearly 
marked. 

 Wherever possible, safety measures should be put in place to largely reduce the 
prevalence of preventable accidents.  For example, in the discus, safety nets can be 
erected making the surrounding areas free from flying discs. 

 

c) Protective Equipment 

 Little Athletes across Australia have the right to participate in track and field 
without the risk of injury.  Protective Equipment helps to eliminate many of the 
possible injuries that could occur without their usage. 

 Wherever possible, protective measures should be taken.  For instance, in the high 
jump, a mat cover can be used to eliminate the possibility of children falling 
between the mats. 

 

d)   ALA Standardised Equipment & Events 

 Little Athletics was one of the first sporting movements to adopt a `modified' 
approach to sport.  Children have always been free to take part in modified events 
making them compatible to children's physical attributes and capabilities. 

 It is for this reason that Centres need to carefully follow the standards set for 
events by Australian Little Athletics.  The specifications have been selected by 
experts who believe that they are the most suitable and advantageous for 
developing athletes. 
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9.1 Prevention of Injuries 
 

e)    Shoes 

 Children should wear shoes at all times.  Good quality shoes that are well fitted are 
best.  Foot stability is essential when selecting a running shoe and consideration 
given to the ability of the shoe to absorb shock.  This is especially important in long 
distance events and jumping events. 

 Before purchasing a shoe, ensure that it is compatible to the athletes foot.  Your 
local sports store or podiatrist should be able to suggest to you which shoe is most 
compatible to your foot. 

 When purchasing athletics shoes, look at old shoes as they may indicate where a 
foot fault may be.  For instance, some people walk on the outside of their feet 
(supernating) whilst others may walk on the inside (pronating).  Both supernating 
and pronating when walking or running can cause structural problems.  If the shoes 
indicate that supernation or pronation is occurring (wearing on one side of the 
shoe), professional advice should be sought.  A podiatrist or sports medicine 
specialist may be able to prevent an injury from occurring. 

 

iv) Environmental Conditions 

a)   Cold Weather 

Extended time between activities should be avoided in cold weather.  Long breaks 
between events or exercise means that young bodies can cool down, increasing the 
likelihood of muscle-related injuries.  Athletes should be encouraged to keep warm 
and wear adequate clothing. 

b)   Warm Weather 

 When children are exercising in warm conditions, their fluid intake should be both 
monitored and encouraged.  It is very easy for children to become dangerously 
dehydrated.  Parents and officials should be aware of the following facts.... 

 thirst is NOT an adequate indicator of the need for fluid 

 water is the best fluid replacement   

 intense activity should be  

 fluid should be continuously replaced depending on the intensity of heat - 

 45 minutes before every event  and during endurance & field events (1 glass every   
15  mins)  and regularly after the event has concluded 

 Parents and officials must also ensure that plenty of sunscreen is provided for 
children and that they are encouraged to wear loose fitting light clothing and hats. 

 

9.2 Children’s Medical Conditions 

i) Asthma 

 Asthma is a disorder found mainly in children, where the airways to the lungs become 
inflamed and irritated.  This response is caused by certain trigger factors that cause the 
sensitive airways to over-react and constrict, making breathing extremely difficult. 

 Some of the possible trigger factors include dust mites, grass and pollens, changes in 
temperature, pollution, cigarette smoke and exercise. 



 

TLAA Administration Manual – July 2008  Page 47 

9.2 Children’s Medical Conditions 
 

Symptoms of asthma are easily recognised.  The following symptoms are characteristic of 
asthma:- 
 a) wheezing, coughing 
 b) difficulty in breathing 
 c) chest tightness 
 
Asthma & Athletics 

One in five children suffer from asthma.  Many of these will find that exercise may 
sometimes serve as a trigger for their condition.  It is for this reason that parents, officials 
and coaches at Centre level, must be able to recognise and adequately respond to an 
attack. 

If exercise induced asthma occurs during coaching or competition, the child should 
immediately stop the activity and rest, seated in a position where the back is supported.  
They should then use their bronchodilator (puffer) spray to prevent the lungs from 
contracting further.  When the child again regulates his/her breathing, he/she should be 
allowed to continue in the activity or event. 

If the child continues to have difficulty breathing and is experiencing distress, he/she 
should be administered 2 puffs every 5 to 10 minutes until emergency help can be sought.  
The child's parents should be contacted immediately. 

A competitor can carry an asthma puffer in a track/cross    country event, but if used by 
that athlete after that race has started, the athlete must withdraw from that event 
immediately. 

Avoidance of exercise induced asthma can be achieved by ensuring that children undergo 
a thorough warm up and use their bronchodilator at least 10 minutes before the 
commencement of activity.  Children may sometimes need to take their medication during 
the event. If this occurs in a track event they must stop immediately and withdraw from 
the event 

 

ii) Growth Related Injuries 

 Children's bones generally grow at a faster rate than their muscles, tendons and other soft 
tissues.  These varying growth patterns can sometimes lead to associated skeletal/muscular 
injuries and problems. 

 Tight and tender muscles are often troublesome to the developing child as too are minor 
muscle strains, tendonitis and general joint pain. 

 Osgood Schlatters Syndrome is a condition that may be found in a number of young 
athletes.  Symptoms of this condition may include irritation and inflammation of the patella 
tendon and the lower leg.  Sever's Syndrome is another common disorder prevalent on the 
list of children's injuries.  This condition is also tendon-bone related and affects the 
attachment of the achilles tendon to the heel bone.   

 Both conditions may adversely affect the development of normal bone growth. 
 The treatment of both these growth related injuries, involves plenty of rest, flexibility work 

and strengthening exercises. 

 

iii) Illness & Participation 

 If a child is suffering from a temporary illness, they should not be allowed to participate in 
sport until they have completely recovered from their ailment.  Participating in sport when 
ill, can place children at further risk of damaging tissues and organs and should be 
completely avoided until recovery has taken place. 

 Children should not be allowed to participate when they are suffering from contagious 
diseases such as chicken pox.   
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9.3 Management of Injuries 

 Track and Field has always been regarded as a relatively safe sport experiencing very few 
serious injuries.  Nevertheless, it is essential that a person with a current First Aid or Sports 
Trainers Certificate be accessible during Centre competition and Championships. 

 There are a number of easy to follow steps when dealing with an injured athlete, parent or 
official. 

 

The STOP procedure 

 S Stop the athlete from  
  participating further.  Don't panic, stay cool! 

 T Talk to the injured athlete  
   - How did it happen? 
   - What did you feel? 
   - Where does it hurt? 
   - What does the pain feel  like? 

O Observe the athlete's personality, injury site  (is it red, swelling or 
deformed?) 

 P Prevent further injury 

 

 If the athlete is seriously hurt, you need to immediately seek professional help.  If it is 
a less severe injury, you will need to employ the following RICED regime. 

 

iv) The RICED Regime 

R Rest the injured part 

I Ice the injury for 20 mins every 2 - 3 hours for the first 28 hours (ice should 
be crushed in a wet towelling bag) 

C Compression   Apply a wide bandage around the injured part to help reduce 
the swelling and bleeding 

E Elevation  Raise the injured part above the level of the heart to decrease the 
blood flow to the injury 

D Diagnosis 
 Seek professional medical advice 
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9.4 First Aid Kit 

 
• First Aid Manual 
• 10 assorted adhesive dressing strips 
• 1 metre adhesive dressing strip 
• 3 Sterile combine dressings 
• 3 Sterile non-adherent dressings 
• 3 Sterile packets of tulle gras dressing 
• 1 Large sterile wound dressing (BPC #15) 
• 1 Medium sterile wound dressing (BPC #14) 
• 1 Anit-irritant solution for bites & stings 
• 1 Roll of cotton wool 
• 3 Assorted roller bandages (50mm & 75mm) 
• 1 Tubular-gauze finger dressing set 
• 4 Triangular bandages 
• 1 Antiseptic solution 
• 1 Pair blunt/sharp ended scissors 
• 1 Pair splinter forceps 
• 1 Splinter remover 
• 1 25mm roll of hypo-allergenic tape 
• 6 Assorted safety pins 
• 1 Cold pack/ice pack 

 
 
 

 
 

9.5 Insurance Procedures 

 
 Every injury sustained at Little Athletics, no matter how small, should be recorded on a Sports 

Injury Claim Form. A copy of this form should be maintained by the Centre until the athlete 
turns 25 years of age.   

 A copy of this form should also be forwarded to the State/Territory Association.  Any injuries or 
accidents that are subject to claims through the Associations Insurance Policy, must be fully 
detailed on this form and it must be returned to your Association Office within 30 days of the 
injury. 
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Chapter  19 
 

Legal Considerations 

 

10.1 Incorporation 

 The Associations Incorporation Act, was introduced to provide associations with a simple and 
inexpensive means of establishing a legal entity instead of having to form a company.  The Act 
generally offers a more appropriate means of incorporation for small community based groups 
with limited resources. 

Should your Centre wish to become incorporated, please contact your State Association 
regarding the necessary procedures. 

 

i) Why Incorporate? 

 An unincorporated Centre consists of a group of individuals who join together to form a 
club to pursue their similar interests.  The legal disadvantages of an unincorporated 
association rise because, in the eyes of the law, an unincorporated association has no 
existence separate from that of its members. 

 This means that an unincorporated Centre cannot:- 

 sue and be sued in its own right; 
 own land and chattels in its own right; 
 enter into tenancy or lease agreements in its own right; 
 enter into contractual agreements in its own right; 
 receive a bequest or gift from a will. 

 Another disadvantage is that incorporation may be a prerequisite to obtain a grant from a 
State or Federal Government. 

 The most serious problem is the potential liability of the committee and the members.  
There is personal liability on the committee members of an unincorporated Centre which in 
some circumstances may also extend to the members.  This means that they may be sued 
for the debts of the Centre and the negligence of any of its members. 

 

ii) The Advantages of Incorporation 

 The main benefit from incorporating is the limiting of the liability of the Centre to the assets 
of the incorporated Centre.  That is, the individual members of the Centre cannot be 
individually or collectively sued, as can be done without incorporation. 

 Further, the office bearers and members are not personally liable for the debts of the 
Centre, nor the negligent acts or omissions of other office bearers and members, unless the 
rules specifically provide otherwise.   

 Incorporation does not protect the individual from liability for his/her own negligence. 

 Other benefits are that incorporated bodies can hold property in its corporate name without 
the necessity of appointing trustees.  `Property' means not only real estate but also personal 
property ie., in relation to a Centre, all the equipment and other paraphernalia associated 
with athletics.  Incorporated bodies can also enter into contracts in their corporate name. 
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10.1 Incorporation 

 

iii) Responsibilities of an Incorporated Body 

 The major requirements are: 

 A Public Officer must be appointed by the Centre within 14 days of incorporation and 
notice of the appointment given to the Department of Justice within 14 days of 
appointment.   

 This position is vital to the operation of an incorporated association and must not 
remain vacant for more than 14 days. 

 An incorporated association, must at least once in each calendar year, hold an annual 
general meeting. 

 At the annual general meeting a statement containing the following matters must be 
submitted to the members:- 

a) The income and expenditure of the Centre during the last financial year; 
b) The assets and liabilities of the Centre; 
c) The mortgages, charges and securities affecting any of the property held by the 

Centre. 

 Within one month of the annual general meeting the Public Officer must give to the 
Department of Justice a statement detailing the matters set out above and any 
resolutions passed at the meeting. 

 The Public Officer must advise the Department of Justice within 14 days of a change of 
his/her residential address (no fee). 

 Much of the responsibility of seeing that the Centre complies with the provisions of the 
Act rests with the Public Officer.  This mainly involves making sure that the appropriate 
notices are lodged. 

 

10.2 Constitutions 

Athletic Centres should have a constitution setting out members’ rights and liabilities.  This 
constitution is a document establishing a group and setting out the purposes for which it has 
come together and all of the rules under which it proposes to operate.  The constitution must 
reflect the way in which the organisation works. 

No two organisations are the same in their objectives or aims.  However there are examples of 
generic constitutions which can be modified to suit the Centre.  In any constitution there are 
certain matters which are common and which should always be included for the protection of 
members. 

A constitution should specify: 

 Qualification for membership; that is, who is entitled to be a member, and who decides on 
applications for membership. 

 The manner in which a membership can be cancelled other than by resignation and the 
manner and reasons for a person to be expelled or suspended from the Centre. 

 Classes of membership, and their rights, such as honorary life members. 

 The manner in which a general meeting can be called to resolve an issue. 

 Powers of the committee which enable committee members to manage day to day running 
of the Centre. 

 Whether the Secretary and Treasurer can be one and the same person (ideally they would 
be separate to maximise accountability). 
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10.2 Constitutions 
 

 The number of members of the committee. 

 The regularity of meetings and numbers required for a quorum. 

 The manner and circumstances for committee members to be indemnified out of Centre 
funds, in the event that they incur any liability on behalf of the Centre. 

 The manner of winding up. 

The constitution should take into account rules and objectives, as specified by TLAA.  The 
Association must be sent a copy of each Centres constitution and any subsequent 
amendments. It should be noted that the TLAA Board of Management have to agree to any 
new constitution or subsequent amendments. 

The constitution should define the rights and duties of individual members and those of the 
members of the committee which is elected to run the Centre on a day to day basis.  The 
constitution should always be kept up to date by the Secretary, so that there can be no 
confusion as to the rules at a certain time. It is sound practice to send copies of all amendments 
to those who hold copies of the constitution. 

 

10.3 Liability 

By the very nature of competition, the possibilities of injuries or damage to property from 
sporting activities are endless.  People mistakenly think that sports injuries are not subject to 
law because they occur during contests and with `consenting' opponents. 

The following outlines the rights and liabilities of athletes, officials, spectators and the general 
public.  This is to be used merely as a guide and if any issue of liability arises,  the State 
Association must be notified immediately.  Advice of insurance brokers and legal advisers must 
be sought. 

i ) First Aid & Infectious Diseases 

 All persons involved in the supervision and administration of sport must be aware of the 
danger of being held liable for failing to administer adequate first-aid or failing to take 
reasonable care to minimise the possibility of the spread of infectious diseases. 

 Persons attending to first aid, must not perform beyond the limits of his/her skill.  For 
example, a coach with limited first-aid knowledge should not treat an injury requiring 
qualified medical care.  In such situation, a coach may be liable in negligence for failing to 
call qualified medical assistance.  

Special care must be taken with the treatment of cuts and wounds.  The risk of the 
spread of infectious diseases such as AIDS and Hepatitis B must be considered as a very 
real possibility.  Cuts should always be covered.  Care must also be taken with the 
disposal of materials used in the treatment of injuries, especially blood-soaked dressings 
and the like. 

 The Centre should always ensure that any persons treating injuries, have the appropriate 
level of first-aid skills and are instructed in the procedure for dealing with cuts etc. 

 It is likely that a Centre would be held liable for failing to adequately warn of the dangers 
of the spread of infectious diseases and for failing to advise of appropriate first-aid 
procedures. 
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10.4 Liability 
 

ii) The Coach 

 A coach must take reasonable care in exercising methods.  The duty of care arises 
because of the supervisory function the coach undertakes.  Where it is foreseeable that 
athletes will rely upon the advice of the coach, he/she must measure up to the standard 
of skill expected of a coach of that standard.  For instance, a coach of an Olympic team 
must exercise a much higher standard of care than a coach of a local team. 

 Where young children are involved, a coach must take greater care and take greater 
responsibility for the welfare and safety of each child.  The younger the child, the greater 
the care required. 

  In theory, a coach could be liable for inadequate coaching (such as failing to provide 
proper instruction or failing to ensure that athletes are in proper physical condition), 
inciting violence, victimisation or bias, wrongful suspension or expulsion, failure to treat 
an injury correctly or to permit an athlete to retire if injured, and also for making 
defamatory remarks, and giving negligent advice, instructions or directions. 

 All Centre coaches must be included as affiliated members, in order for the ALA Insurance 
Policy to respond.  Coaches should also look at obtaining some form of professional 
indemnity insurance.  Coaches who are accredited under the National Coaching 
Accreditation Scheme can be covered under a policy with the Australian Track and Field 
Coaches Association. 

iii)  The Athlete 

 Athletes may be liable for injuries caused to their fellow athletes in both negligence (for 
negligent or accidental actions) and in trespass (for deliberate assaults). 

 The likelihood of such injuries occurring in track and field is quite low.  Most player to 
player injuries occur in body contact sports.  Basically, it should be noted that an athlete 
must take reasonable care for the safety of other athletes. 

iv) The Official 

 Officials may be liable for injuries caused by a defect or danger of the premises.  Officials 
must take care to ensure that the competition area and all equipment is safe and of the 
correct specifications.  It is also the responsibility of the official to ensure that the 
competition is conducted under the correct rules and that all athletes are made aware of 
these rules. 

v) The Centre 

 The Centre may be liable for injuries to players, spectators and other persons. 

 The Centre has a duty to maintain a safe environment and to ensure that coaches and 
officials are familiar with their own relevant duty of care. 

 Centres should always ensure that a person with some level of first-aid experience, and 
that suitable shelter from the sun is available at all meets. 



 

TLAA Administration Manual – July 2008  Page 54 

Chapter  11 
 

Officials (Volunteers) 

 

11.1 Officials & Volunteers 

Regardless of the size of administration of Centres, the type and organisation for the weekly 
competition will be much the same in all cases. 

It is important that the organisation of officials be carried out carefully and every attempt 
made to encourage parents and interested adults to officiate.  This attitude can be assisted by 
passing on every available piece of information to these people and helping them to feel that 
they know what they are doing. 

Therefore, the Officer for Officials plays a vital role in the success of a Centre.  It is their 
responsibility to ensure that: 

a) Sufficient volunteers are organised to act as officials and run the CENTRE PROGRAM for the 
children. 

 Generally, Centres will require one official for every 7 participants,  

 ie. 500 members = 72 officials 

     100 members = 15 officials 

 This is a guide only and obviously work becomes easier when shared amongst more people. 

b) To provide EXPERIENCED OFFICIALS at Association Championships, ie Region or State and at 
other inter-Centre meets 

c) Provide JOB DESCRIPTIONS for all volunteers. 

Each Centre should obtain from their State Association. 

Rules of Competition   
or Notes for the Guidance of Officials.* 

IAAF Handbook.  * 
• Copies of relevant sections to be given to each official. 

d) Provide TRAINING or seek out appropriate courses. 

e) Initiate RECOGNITION schemes to acknowledge volunteer effort. and TARGET NEW 
VOLUNTEERS if necessary.  

f) MAINTAIN RECORDS of volunteer effort in the Centre. 

 It is important that each Centre provides a `sign on register' for officials to cover them for 
insurance in case of injury.  This can also double as a record of service. 

g) ROSTER DUTIES to reduce burn-out and exploitation. 

g)  Identify Centre needs 
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11.2 How to Recruit Volunteers & Officials 

 
At the outset, it should be realised that the majority of parents attending Little Athletics have 
either never competed in athletics or last did so whilst they were attending school.  Few, if any, 
will have ever acted as an official in athletics previously.  With this knowledge, it can be 
appreciated that parents are apprehensive about offering their services as they do not want to 
appear foolish should they made a mistake especially in front of young children. 

 
People are more likely to volunteer if they can see the Centre has a direction and a sense of 
purpose.   
 
Before you begin, specify the tasks for which you need each volunteer. 
 
A general job description not only provides a direction for the volunteer but shows the 
organisation has planned for them.  
 
Information kits, a register of Centre volunteers and their skills, apprenticeship programs, 
recruiting people recommended by current volunteers, featuring volunteers in the local 
newspapers, and incentive packages (such as Centre shirts etc), can be used to supplement the 
basic steps to recruiting volunteers. 
 
It is an advantage if you can arrange to have at least one experienced, knowledgeable official at 
each event area who can demonstrate the actual officials duties and explain the event to the 
parents.  In this matter they can see first hand the simplicity of the tasks you are asking them to 
perform. 
 
Why not seek out other Centres that you know have a good volunteer network and find out 
what recruitment scheme they use? 

 
a) Who are your volunteers? 

 Apart from Centre `insiders' such as relatives and friends ... consider retired people, local 
high school/college students and CAPS participants.  Also, ask at your regional Volunteer 
Centre and the unemployment bureau. 

 
 Advertise for recruits in local media and information booths at shopping centres. 

 
Then consider: 

 how many volunteers are needed and to do what? 

 when are they needed and for how long? 

 what demands will be made of them and by whom? 

 what support and training will the volunteer receive? 
 

b) Parent Help Roster 

 The preparation of a roster which enables parents to select the event they wish to assist 
with and the frequency of their attendance, has been used successfully by several Centres.  
It is important to have this roster on display at the first registration day and to encourage 
parents to nominate for officials positions.  Once again experienced personnel can assist in 
explaining what is involved to parents and encourage their participation. 

 
 The key to successful running of such a roster is firstly to ensure key officials are appointed 

for the whole season and secondly to maintain contact with parents to encourage their 
attendance on their rostered days.  Should a parent not attend then a follow-up contact is 
essential. 
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11.3 Roles of Centre Officials 

 
Arena Manager 

 The Meet Manager/Arena Manager is responsible for the overall conduct of the meeting, and 
must ensure that all events are kept moving and start and finish on time. 

 When it is apparent that an event will fall behind time because a group of competitors are 
occupied elsewhere, it is the Arena Manager who must decide to bring in another group that is 
ready. 

 Announcer 

 The Centre should aim to attract a person to the position of Announcer who can be in regular 
attendance at the weekly competitions and special meetings. 

 The Announcer is a key official who can make or mar an athletics meetings.  The importance of 
the job in communicating information to officials, team managers and competitors cannot be 
too highly stressed. 

 They should be seated in a comfortable position with a good view of all competition areas and 
sheltered from wind, rain and sun. 

iii) Starters Marshalls 

 The Starters Marshalls are in control of the preparation of heats ready for the starter.  
Until the heat comes under the starter's orders, they remain under control of the Starters 
Marshall. 

 The Starters Marshall places athletes in lanes either selected at random, or a quick draw 
of numbered marbles made by the Marshall. 

 The athletes should wait in their heats, well behind the starting line.  The first heat should 
move forward to the Assembly Line, three metres behind the starting line.  They are then 
ready to come under the control of the Starter. 

 

iv) Finish Marshalls 

 Finish Marshalls act in conjunction with the judges and the timekeepers.  Their function is 
to gather the athletes at the finish of an event and group them in order in which they 
finish, as decided by the judges. 

 The Finish Marshall then conducts the competitors, still in finishing order, to the 
recorders, before returning to the finish line to receive the next heat. 

 

v) Starters 

 The Starter should be raised above the general level of the track, on a portable stool, in 
order to obtain a good view of the competitors and so that the timekeepers can see 
them easily. 

 A pair of ear plugs should be worn at all times during the process of starting track events, 
preferably the personal property of the Starter. 

 A special cap gun has proved to be a very suitable and economical starting gun for Little 
Athletics events.  Great care must be taken when handling the caps for these guns. 

 This gun has two trigger positions, the first fires one cap to start the race.  By pulling the 
trigger further, the second cap is fired to recall the athletes, in the event of a false start. 
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11.3 Roles of Centre Officials 
 

vi) Timekeepers 

 All timekeepers should be placed on an elevated stand (if possible), at least 5 metres 
from the track and in line with the finish line, so that a good view is obtained of all lanes 
and the starter. 

 The Chief Timekeeper should attend to these duties:- 

 Issue each timekeeper with a stopwatch in working order and make sure they are 
familiar with operating and reading the watch. 

 Control the transceiver, or other means of communication with the starter. 

 Ensure that all timekeepers and judges are in position on the stand and ready, before 
notifying the starter that they may proceed with the event. 

 All timekeepers must start the watch at the instant the smoke or flash of the gun is seen - 
NOT when the sound of the explosion is heard. 

 
vii) Track Judges 

 Track Judges should be placed on an elevated stand (if possible), at least 5 metres from 
the track and in line with the finish line, so that a good view is available for all lanes. 

 For six lane events, at least six Judges should be used, one per athlete. 

 The Judges at the finish line shall be responsible only for deciding the order in which the 
competitors finish. 

 In judging any track event, an athlete has finished a race when any part of his/her TORSO 
crosses the first edge of the finish line.  Head, neck, arms, legs, hands or feet are not 
considered in deciding the finish of track events. 

 
 NB. In small Centres timekeepers can also act as track judges. 

 
viii) Walk Judges 

 Up to six officials can position themselves equally around the circular track during the 
walking events.  They must have some knowledge of racewalking, as their duty is to 
`judge' the action of athletes and determine whether this action complies with the rules. 

 A chief walk judge co-ordinates all judges and tallies the number of reported 
infringements. 

 

ix) Referees and Umpires 

 Separate Referees may be appointed, as required, for track and field events. 
 
 The Referee is responsible to see that the IAAF rules, Association rules and local Centre 

rules are observed. 
 
 They are responsible to decide any technical points which arise and for which provision 

has not apparently been made in the rules. 
 
 Umpires may be appointed to assist the Referee, by reporting incidents which, in their 

opinion, break the rules. 
 
 NB. Such positions are not always required in smaller Centres. 
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11.3 Roles of Centre Officials 
 
x) Long Jump & Triple Jump Officials 

 Before competition begins, the officials should make sure that the sand in the pit is level 
with the run up. 

 
 When the sand is very dry, it is advisable to dampen the sand to make it easier to judge 

the exact break made by the athlete. 
 

The duties of the relevant officials are:- 
 

 Two officials to manipulate the measuring tape and ensure that the jump is legal. 

 One official to record results. 

 One official to rake the sand after each jump. 

 If possible, one official to marshall the competitors ready for competition (possibly an 
age manager). 

 
 After a successful jump has been completed, one official selects the break in the sand 

made by any part of the athlete's body which is closest to the take off board or mat and 
marks it with a steel spike or similar object. 

 A second official reads the measurement and either notifies the recorder or records the 
performance themselves. 

 As soon as the measuring is complete, the first official rakes the sand the next competitor 
is called to make a jump. 

 Three rounds of trials are conducted, with athletes competing in the same order in each 
round. 

 The best performance by each athlete should be recorded on a field event ticket and 
handed to the athlete as a personal record of his or her achievement. 

 

xi) High Jump Officials 

 Make sure that all equipment is safe for use before each competitor jumps. 

 Sufficient bags must be available to prevent an athlete falling between the bags and 
striking the ground.  This can only be done by overlapping the bags. 

 At regular intervals the overlapping must be checked.  Mattress type landing areas are 
now available and these eliminate the problem. 

 The platforms which support the cross bar should face the opposite uprights so that the 
bar may fall either forwards or backwards if touched by a competitor. 

The duties of the relevant officials are:- 

 Two officials to replace the bar. 

 One official to record results. 

 If possible, one official to marshall the competitors (possibly an age manager). 

 The greatest height cleared by each athlete should be recorded on a field event ticket 
and handed to the athlete as a personal record of his or her achievement. 

xii) Shot Put & Discus Officials 

 Prior to the event, officials must ensure all competitors are well behind the throwing 
circle.  Only when it is their turn, may the competitor approach the circle. 

The specific duties of the relevant officials are:- 
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11.3 Roles of Centre Officials 
 

 Two officials to manipulate the measuring tape. One official should check that the 
throw is legal and the other should check the position where the implement first hit 
the ground. 

 One official to record results. 

 If possible one official to marshall the competitors ready for throwing (possibly an 
age manager). 

 One official takes the zero end of the measuring tape to the point where the shot or 
discus first landed and holds it at the edge of the mark made by the implement nearest 
to the circle. 

 This official should stand at a suitable point outside the sector, with enough slack tape to 
be able to reach any point of the sector quickly, so that they do not lose sight of the point 
where it first landed.   

 The tape is straightened through the centre of the circle by a second official. 

 A third official reads the distance where the tape crosses the inside face of the stopboard 
(in shot put) or the inside edge of the mark forming the circle and records it against the 
athlete's name. 

 All the implements are then carried back to the circle. 

 Three rounds of trials are conducted, with athletes competing in the same order in each 
round. 

 The best performance by each athlete should be recorded on a field event ticket and 
handed to the athlete as a personal record of his/her achievement. 

 

xiii) Javelin Officials 

 Before the competition begins, officials should ensure that the competition area is 
completely clear and that all competitors are well away from the throwing area. 

 Special officials required are:- 

 Two officials to manipulate the measuring tape. One of these officials must also 
check that that the throw is legal.  

 One official to read the measurement on the tape where the tape crosses the inside 
edge of the arc.  They also record results. 

 One official to check the position where the javelin first touched the ground. 

 All implements are then carried back.  

xiv) Recorders 

a) Track 

 All track recording is done by track recorders (usually one or two) sitting at a table 
about 15 metres past the finish line. 

 Children's times may be taken initially in several ways, some of the more common 
ones being: 

 Judges give each child a number indicating the placing in that particular event. 

 Timekeepers give the first placegetter a ticket with the times of all children in 
that race; this is then given to track recorders who will write a ticket for each 
placegetter and the time as per the timekeepers ticket. 
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11.4 Education of Officials 

 
The education of parents in their duties as officials is extremely important.  The benefits to the 
Centre are twofold, in that the parents with a better knowledge of their duties as officials are 
more willing to assist and they also provide a better standard at the events which is beneficial 
to the children who are participating. 

Associations also conduct Officials Accreditation Schemes throughout each season. 

The Centre Officer for Officials should actively encourage parents with the Centre, and also 
older children, to take part in the officials education programme. 

For details regarding the content and availability of these courses, contact your own 
Association office. 
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Chapter  12 
 

Equipment 

 
  

For an established Centre, a thorough check of all the Centre's equipment should occur at least two 
months prior to the start of the season.  This gives time to allow new equipment required to be 
ordered and received in time for the season's start and to allow all necessary repairs to be carried out 
(including having the stop watches checked for accuracy.) 

For new Centres, some State/Territory Associations provide a `Starter Kit'.  This kit includes the basic 
equipment required to begin at least a few athletics events.  The larger items of equipment may be 
borrowed from local schools or nearby Centres. 

 
 

 
12.1  Equipment Register 

All equipment purchased by the Centre should be recorded into a register to provide a record of 
belongings and facilitate audit of the Centre's affairs.  The register should be updated as new 
equipment is acquired or equipment is sold, destroyed or lost. 

The register can be prepared in the following manner:- 

Item No &          Date           Cost    Repair Date     Date disposed 
Description       Purchased                    & Cost           & reason 
______________________________________________________ 
 
1. Seiko stop watch       5/1/82       $54.25    5/6/83  $5     On hand 10/9/83watch 
 
2. 500g discus               5/1/82       $ 6.20          -----         Lost 12/1/83 
_______________________________________________________________ 

 
 

12.2 Maintenance of Equipment 

Regular maintenance of the Centre's equipment will ensure a better life from the equipment 
and prevent emergencies should an item break and no replacement is available. 
Maintenance is also necessary to ensure that a safe environment is provided at all times. 

 
 

12.3 Storage of Equipment 

Equipment forms a major item of investment for the Centre and it's storage is most important. 

Regardless of where the equipment is stored, it is the responsibility of the Officer for Technical 
and Equipment to ensure it's safety and the movement of the equipment at all times. 

The Officer for Technical and Equipment has a responsibility to control access to the equipment 
and in this regard, should ensure they know the whereabouts of all keys to the storage area 
and has a record of all equipment movements from and to the storage area. 
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12.4 Equipment Required 

 
The list below is a guide for the equipment needs of Centres. 

 
Smaller Centre   Larger Centre 
(up to 250 members)  (over 250 members) 

Start Gun 1  2 
350g Discus 2  4 
500g Discus 2  4 
750g Discus 2  4 
1kg Discus  2  4 
1kg Shot Put 2  4 
1.5kg Shot Put 2  4 
2kg Shot Put 2  4 
3kg Shot Put 2  4 
4kg Shot Put 1  1 
400gm Javelin 2  4 
600gm Javelin 2  4 
Vortex 2 2 
Turbo Jav 2 2 
Metric Tapes 30m 3  6 
Metric Tapes 50m 2  4 
Lap Bell 1  1 
High Jump stands & bars 1 set  2 sets 
High Jump mats 1 set  2 sets 
High Jump measure 1  2 
Recording tables 3  6 
Timekeepers stand 1  2 
PA system 1  1 
Track marker 1  1 
Shot Put ring 1  2 
Discus ring 1  2 
Batons 6  12 
Rakes 2  4 
Hurdles (adjustable) 30  60 
Finish Posts 2  4 
Flags 10  20 
Take-off squares 2  4 
Umbrellas/shelters 6  12 
Spikes 4 8 
   

The number of items such as starting guns, hurdles and stop watches make no allowance for 
breakdowns which could severely upset a morning's programme.  As soon as practicable, a 
Centre should get spares for such items.  
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Chapter  13 
 

Programming 

 
 
The reason for organising a Little Athletics Centre is to conduct a weekly athletic competition.  The 
preparation of the details for this is the most important function that a Centre administration must 
undertake.   
 
The type of events and method of arranging them will vary from Centre to Centre, since available 
facilities and number of children also vary. 
 
The Centre Committee's Officer for Track and Field Competition is responsible for the preparation and 
conduct of the Centre's competition activities during the season. 
 
The duties can be summarised as follows: 
 
a) Preparation of a diary of the whole season's activities 

b) Preparation of the Centre weekly competition programme 

c) Supervision of the weekly programme (ie. acting as Arena Manager) 

d) Recommendations to Centre  
 Committee on programming, events, Championships. 

 
 
 
 

13.1 Season’s Programme 

 
This needs to be completed prior to the start of the season and generally these details are 
issued to children in the TLAA Information Manual. 

In preparing the programme diary, the following factors need to be taken into account. 

• Start date of Centre (determined by Centre Committee).  Attention needs to be given to 
items such as registration days, introduction days. 

• Association programme of major events. 

• Days when no Centre activities take place (eg. school holidays, Christmas). 

• Centre coaching days. 

• Special events such as Family Coaching Camps, Fun Runs, Gala Days - major carnivals 
conducted by other Centres that are open to your Centre. 

When all these particulars are obtained the diary can then be prepared.  It is advisable to 
include in the diary closing dates for nominations as this information can avoid children being 
disappointed in missing events. 
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13.2 Weekly Programme 

 
The factors to be taken into account in preparing this programme, include the number of 
events provided for the various age groups, the number of events that the Centre wishes to 
provide for each age group each week and the need to provide a balanced programme that 
enables the children to participate in each event an approximate equal number of times 
during the season. 

The usual procedure is to draw up a programme on a regular weekly cycle and then during the 
season the programme is repeated as each cycle is completed. 

Where fun events, games or relays are to be conducted in the programme they may either be 
included as an official part of the programme, or used as `filler' events whilst children are 
waiting for their next event. 

Another important consideration with programming is the facilities available at the Centre 
competition venue, and the programme must be prepared to the facilities available (eg. how 
many shot areas, long jump pits etc).  

 
 

13.3 Requirements for Events 

The following table lists the venue, equipment and people required for each Little Athletics 
event.  Some are essential (eg. High Jump mats), others are not (eg. judges stand) and may be 
obtained later when funds or circumstances allow. 

 
Event Venue: Equipment: People: 
    
Straight 
Track 

Flat, long area Starters Gun Starter 

(sprints) 100m long Caps & ear muffs Starters 
Marshall 

70m Wide enough for 4+ Stop watches Finish Marshall 
100m lanes Starters stand (opt) Timekeepers 
 Start & Finish lines Judges stand (opt) Recorder 
 Marked lanes Stationery Judges 
    
Circular 
Track 

Circular Track 300 Judges stand (opt) As above 

200m or 400m staggered Stationery  
400m start lines Lap indicator  
800m Marked lanes   
1500m Start & Finish lines   
    
Hurdles As for sprints as above as above 
60m Hurdle position Adjustable Hurdles  
80m marked (ALA approved)  
    
Walks Circular track As for circular as above 
 Start & Finish lines track events + walks judges 
    
Relays Circular track as above As for circular 
 marked changeover  Batons track events 
 areas  + judges for 
   changeovers 



 

TLAA Administration Manual – July 2008  Page 65 

 

13.3 Requirements for Events 
 

 

Event Venue: Equipment: People: 

Long Jump Flat landing pit filled take off mats/boards Chief 
Triple Jump with sand Rake, Broom, Spike 2 measurers 
  measuring tape Recorders 

 
High Jump Flat level surface Calibrated uprights Chief 
 with adequate run up (2) cross bar 2 measurers 
 and landing area measuring stick Recorder 
 (min 4.5m x 2m) landing mats(s)  
  Flexible bar for   
  younger children(opt)  
  Recording stationery  
  Safety Strap for Scissor 

Jump 
 

    
Discus Concrete or portable ring (or circle marked 

on grass).  Adequate area for safe landing 
of discus (should be 50m or more).  
Marked sector lines. 
Cage or protective area 

Measuring tape-50m 
Rubber discus 350g 
                        500g 
                        750g 
                        1 kg. 
Broom to sweep ring 
Recording stationery 
Spike 

Chief 
2 measurers 
Recorder 

    
Shot Put Suitable ring 

including stop board 
Landing area 

Measuring tape-20m 
Shots  1.0kg. 
           1.5kg. 
            2.0kg. 
            3.0kg 
            4.0kg 
Broom, Spike 
Recording stationery 

As for discus 

    
Javelin Flat landing area and marked sector lines Measuring tape-50m 

Javelins - 400g 
                600g 
Recording stationery 
Spike 

As for discus 

 

Detailed information regarding track layout, line marking, landing areas and run-ups for jumps, 
discus, javelin and shot put areas, landing sectors, hurdle height and spacing is outlined in 
Chapter 17. 

 

13.4 Monitoring the Programme 

Supervision of the weekly programme is important to ensure that the programme is followed 
and that children are kept active and not left sitting around waiting for events. 

There will always be variations between age groups and this can result in a programme getting 
behind schedule and at times not fully completed each week.  By supervising progress of 
events, the Arena Manager can alter the programme to suit the situation at hand and can also 
identify problems with slow progress at events.  This `flexibility' should enable children to 
complete their specified number of events each week and also allows the programme to be 
progressively monitored and altered if necessary. 
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Additional event areas may need to be established to cope with the programme and when this 
becomes obvious, arrangements should be made for temporary areas to be established. 

13.5 Parent Roster 

The preparation of a roster which enables parents to select the event they wish to assist with 
the frequency of their attendance, has been used successfully by several Centres.  It is 
important to have this roster on display at the first registration day and to encourage parents 
to nominate for officials positions.  Once again experienced personnel can assist in explaining 
what is involved to parents and encourage their participation. 

The key to successful running of such a roster is firstly to ensure key officials are appointed for 
the whole season and secondly to maintain contact with parents to encourage their 
attendance on their rostered days.  Should a parent not attend then a follow-up contact is 
essential. 

 

13.6 Recording 

The keeping of records within a Centre is essential as it allows the following:  Issue of place 
tickets to the children; grading of events; selection of teams; determination of Centre best 
performance; publicity; reference point for children's improvement during the season. 

In Little Athletics every child's performance in every event is recorded on the day of 
competition - on the track and field recording sheets (sample sheets can be found at the end of 
this chapter). 

These sheets are then taken home by the Centre's Records Officer (sometimes called the 
Centre Recorder or the Chief Recorder) and the results transferred to a master sheet or 
computer programme, so that a permanent record can be maintained in a relatively compact 
and convenient form. 

There are many ways in which this can be done and as each Centre develops it may formulate 
its own system as have many others in the past.  Such systems are usually developed to meet 
particular local needs such as Centre incentive schemes. 

Many Centres now have the use of computer programmes, designed for recording purposes.  
Information regarding such Programmes can be obtained from your Association office. 

 

13.7 Grading/Ranking Lists 

In order to allow all competitors to compete against athletes of similar standard, it is essential that 
they are graded within their age group according to their individual ability. 

It is a fairly simple process to produce lists of competitors in each age group in order of the 
quality of the times they have achieved in the first week or two of competition.   

(This is one important reason why record sheets must be carefully filed).  Once these lists have 
been produced, it will be necessary to revise them from time to time in order that newcomers 
may be added in their proper position and that improvement by athletes is recognised, by 
attaining a higher place on the grading list. 

These lists are then used by the group manager/ starters marshall/starter to determine 
participants in each heat.  Be sure to mix the order in which these heats are run, ie. don't 
always run the best heat first.  Lane draws should also be randomly allocated. 



 

TLAA Administration Manual – July 2008  Page 67 

13.8 Achievement Awards 

Centre awards should always be based on personal improvement, rather than winners. An example 
of such an award scheme is detailed below.  The concept of this award is to allow all children to 
receive awards on their own personal results.  This system has three levels, and awards must be 
gained in order, i.e. GREEN, BLUE AND RED.  The first improvement must be the performance that 
is used to gain blue.  Next improvement must be the performance used to gain red award. 

GREEN AWARD:  The first performance of each athlete would constitute a green award, regardless 
of performance.  The number of events on the claim table below is the minimum required.  All 
events may be included for a specific age group. 

BLUE AWARD:  To gain this award, the athlete must improve on the specific number of events 
(note table).  An event that was not used for green award may be used provided it is entered in 
green column. 

RED AWARD:  To gain a red award, the athlete must improve on a specific number of events (note 
table).  An event that was not used for green or blue may be used for red provided it is entered in 
green or blue columns. 

TABLE:  The following table indicates the number of events required to qualify for personal 
improvement award in respective ages: 

 
Table of events required to qualify for Awards: 
 

Age Group:    6 7 8 9 10 11 12 13 14 15 

No. of events Available 10 10 11 12 13 14 14 14 13 13 

Minimum Performances for Green Award 7 7 8 9 10 11 11 11 10 10 

Minimum Performances for Blue Award 6 6 7 8 9 9 9 9 8 8 

Minimum performance for Red Award 5 5 6 7 8 8 8 8 7 7 

 
 

 
 
 
CLAIM FORMS  A sample of this claim form can be found on the back of this chapter.  It can be 
used to claim the Achievement Awards.  For ease of use it is recommended that this form be 
filled in by the athlete or parent and then checked and signed by the Team Manager or 
Recorder prior to each award being claimed. 
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13.9 The Winter Season 

 
Cross Country Competition 

A cross country winter season can be organised in a number of ways.  What follows is merely 
one example of how a Centre can become involved in such a pursuit.  The method discussed 
has proven highly successful, and very time and work-efficient. 
 
a) Overview 

 One way of organising a winter cross country competition is on a multi-Centre, or Region 
basis.  The advantages of this method are that a balanced sharing of the workload takes 
place between Centres, athletes compete at a variety of venues, and there is a large base 
of competitors. 

 
 The system sees participating Centres taking turns to host the cross-country competition 

at their own particular venue on a rotational basis.  All participating Centres would attend 
this venue on competition day.  This means that each Centre may only have to host 2 - 3 
cross country runs during the season. 

 
b) Steps to Follow 

 Cross Country/Region delegate contacts all Centres, seeking those interested in being 
involved in a winter season. 

 Representatives from participating Centres meet to set a calendar for the upcoming 
season.  Centres nominate themselves if they wish to host one or more competitions 
at their own venue.  Venues should be allocated on a rotational basis throughout the 
season. 

 

c) Centres Should: 

 Nominate a cross country co-ordinator. This person's role may include recruitment of 
athletes, promotion, liaison with council, controller of officials on competition days. 

 Nominate a venue.  Liaise with local council regarding use of a particular venue, 
proposed course, etc. 

 Promote season heavily 

 Organise cross country registration.  This should be done during the summer season. 

 

d) Most Centres Should: 

 Ensure enough officials/parental help will be present on the day.  Allocate tasks. 

 Arrive early (approx 1 - 2 hours) to set up the course.  Ideally, flags should be used 
to direct runners around course (eg. blue flags on left, orange flags on right). 
Bunting may be used to mark areas of the course, especially the run into the finish. 

 A canteen can be organised.  Can prove to be a great revenue raiser! 

 

e) Officials 

The following officials will be needed for a competition (estimation only). 
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13.9 The Winter Season 
 
• Controller of Officials     1 
• Starter    1 
• Starters Marshall  1 
• Timekeepers   2-4 
• Finish Marshalls   1-3 
• Recorders   2 
• Canteen    2 
• Course Officials   6-10 

 
f) Distances 
 

• Example of standard distances U7 800m 
 U8 1000m 
 U9 1500m 
 U10 1500m 
 U11 2000m 
 U12 2000m 
 U13, 14, 15 3000m 

   
 

g) Hints/ideas for a successful season 
 

 Early and thorough promotion 

 Promote team atmosphere - t/shirts /tracksuits, etc. 

 Hold specific cross country training nights 

 Run cross country team days 

 On competition days - vary the order of the programme 

 Vary the nature of the run eg. handicap events 

 Open/gala days can be organised and promoted, where athletes from all Centres in 
the state are permitted to compete, possibly for medals etc. 
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Chapter  14 
 

Coaching 

 
 

Centre coaches play a vital role is ensuring that children, regardless of their ability, have an opportunity 
to develop skills and achieve feelings of success.  Coaching is a major factor in encouraging children to 
continue their participation in Little Athletics and beyond. 
 
Anybody with the will to learn and motivation to get involved can easily become a coach!  One of the 
simplest ways to learn how to go about coaching, is to initially attend a Track & Field Coaching Course.   

 
 
 

 

14.1 Coaching Courses 

 
The Australian Track & Field Coaches Association (AT&FCA), is the only accrediting body for 
Track & Field athletics. Naturally, anyone interested in coaching is strongly encouraged to 
attend one of the many Courses conducted by the AT&FCA each year.    
 
i)      Orientation to Coaching Course 

The most basic Course available is an Orientation to Coaching Course. Designed to 
develop a sound basic knowledge of Athletics, this practical course outlines specific 
event techniques, simple teaching approaches and basic rules. A Coaching Manual is 
given to the participants at each course.      

 
Each Orientation to Coaching Course is conducted over 3 hours. 

 
ii)      Level One Accreditation Course 

The purpose of a Level One Course is to give coaches at Centre level a basic 
understanding of coaching principals. This course differs from the Orientation to 
Coaching Course as some familiarity of the sport is assumed. Participants are also 
expected to nominate one of the four coaching areas to specifically deal with. 

 
The areas are as follows.... 

 Sprints / Hurdles / Relays 
 Endurance events 
 Jumps 
 Throws 

 
Each Level One Course is conducted over a duration of 28 hours. It covers both the 
practical and theoretical aspects of coaching various events.   

 
iii) Level Two Accreditation Courses 

This course has been specifically designed for coaches whose athletes have reached a 
high level of achievement.  The course content centres around further developing 
existing skills and knowledge, providing the coach with the tools necessary to extend 
more senior athletes on to an elite level. 
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14.1 Coaching Courses 
 
iv) Level Two Accreditation Course - Coaching The Young Athlete 

Another Level Two Course has recently become available, specifically aimed at the 
`Development of the Young Athlete.'  

 
As a Level Two Course, applicants must possess extensive experience to satisfy entry 
requirements. 

 
 Information regarding any Courses conducted by the Australian Track & Field Coaches 

Association, may be obtained by contacting the AT&FCA National Administrative 
Secretary or your State/Territory Little Athletics Association... 

 
 
 

 
 

14.2 The Role of a Centre Coach 

 
• Organise and oversee coaching within the Centre. 
• Distribute Association information relating to camps/clinics etc. 
• Encourage further accreditation and coach education of centre parents. 
 
Most Centres allocate one or two afternoons a week to coach their children.  
    
These sessions aim at teaching the basic techniques and skills of the various Track and Field 
events conducted at Little Athletics.  In order to encourage children to learn a variety of event 
skills and techniques, a program may be formulated to alternate the children between 
coaches and events.   
 
Ideally, one coach per event group would enable this system to operate efficiently. This would 
allow for smaller and more workable coaching groups. 
 
Optimally, the Centre Coaching Program would be organised to concentrate on perhaps two 
(2) to four (4) different disciplines in the one session with children rotating between events 
after around 30 minutes. 

 
Eg. 
   WALKS 
  
 
LONG JUMP     SHOT PUT 
   
 

SPRINTS 
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14.3 Association Activities 

 
i) Coaching Camps and Clinics 

Throughout each year, TLAA organise their own Live-In Coaching Camps and/or Coaching 
Clinics. 

 
A 4 day / 3 night live in camp is organised for Under 12 and Under 13 athletes. This camp 
provides a fun environment in which athletes can increase their knowledge in the various 
athletic events. 

 
The role of the Centre coach is to advertise Association Camps and clinics, encouraging 
interested families to attend these events and increase their knowledge.     Each registered 
athlete in the under 12 and under 13 age groups will receive an application form in their 
registration bag. 

 
Information on Camp dates and costs can be obtained by contacting your Centre 
Secretary. 
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Chapter  15 
 

Establishing a New Centre 

 
The first step towards the creation of a new Centre, is to contact the State Association.  They will then 
forward any relevant information to the prospective Centre. 

The main criteria for the establishment of a Little Athletics Centre is to have the support of the local 
community.  To introduce a new Little Athletics Centre or to rejuvenate an existing Centre, it is 
necessary to bring people together.  No Centre can operate efficiently without the assistance of 
parents and community members. 

In order to determine the extent of this support, widespread promotion and advertising is vital.  Some 
suggested avenues of promotion are: 

• distribution of leaflets/brochures to all local schools 
• placement of posters/signs in shop fronts and in public areas 
• advertisements in local newspapers 
• segments on local television/ community announcements 
• distribution in shopping centres etc. 
• or further ideas see Chapter 7 in this publication  

It is advisable to check with your State Association regarding specific information that may be available 
to assist with the establishment of a new centre. 

  

15.1 Formation of Meetings 

Following promotion, the next step is to organise a formation or establishment meeting in 
conjunction with the State Association.   

The purpose of this formation meeting is to: 

• vote on a motion to form the Centre 
• discuss/outline work already carried out 
• form a Centre committee from parents and members of the community.   
• Positions are outlined in Chapter 5 
• outline the objects of the Association and suggest ways in which these objects can be met 
• decide upon the Centre name 
• provide `new centre' with relevant paperwork, eg. affiliation forms, ground marking 

details, competition books, performance tickets, registration forms, registration numbers, 
event specifications, insurance details, incorporation details, recording sheets, model 
constitutions, etc. 

 
 

15.2 Tasks of the New Committee 

i) Name of Centre 

The name of the centre should be the locality where the Centre is based, a district or 
common name for the area.  It should be kept in mind that children from State, 
Religious and Private schools will be attending, so school names should not be used.  
An abstract name eg. Norths, Tigers etc. will have no significance to people in other 
locations. 



 

TLAA Administration Manual – July 2008  Page 74 

15.2 Tasks of the New Committee 
 

i) Venue 

 The venue should be as central as possible to the area to be covered by the centre and 
available when required for centre activities.  School, Council and other sports clubs 
grounds may be considered.  Permission for use should be sought and obtained in 
writing and any other details such as fees payable or requirements like ground 
maintenance etc. should be determined. 

 School grounds are preferable as the school may lend the centre some of the 
equipment until the centre is able to purchase its own.  The school may also assist with 
ground marking and equipment storage and there are usually no charges involved. 

 
iii) Registration Fees  

 Registration fees should be set bearing in mind that a proportion of it is payable to the 
State Association.  The remainder is used to finance the operation of the centre and to 
assist with the purchase of additional equipment.  These fees must be set within the 
guidelines of the Centre Constitution.   

 
iv) Registrations 

 All stationery items are supplied by the State/Territory Association.  The procedure at 
registration is for parents to complete a registration form for each child.  They then 
present these to the registrar together with their payment of the appropriate fees.  A 
receipt is then issued and the parent is handed the Little Athlete's book and an age 
patch together with a registration number.  The age patch issued is determined by the 
age of the child as at September 30. (See Chapter 6 on registration). 

 
v) Centre Uniforms 

The design must not clash with another centre.  A list of existing approved uniforms 
may be provided to assist in selection.  Try and keep it simple as cost is important. 

 
vi) Constitution   

Each Centre should operate under a `Centre Constitution'.  A sample Centre 
Constitution is available from your State Association. 

 
vii) Equipment & Storage   

A list of equipment required is outlined in Chapter 13. 

Some Associations will assist new centres with the provision of `basic equipment' for 
the commencement of their first season and/or provide equipment, grant or subsidy. 

 Due to the cost of purchasing track and field equipment, such as high jump sets and 
hurdles, fundraising is necessary from the outset. 

Centres should seek advice from their State/ Territory Associations, as to the correct 
specifications of all equipment. 

Sufficient storage is required to house centre equipment.  A minimum area of about 
3m x 3m is needed, preferably at the ground or venue.  Security should always be 
maintained. 
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15.2 Tasks of the New Committee 
 

viii) Competition/Centre Activities 

The day and time the centre will conduct competition is best determined by what suits 
the majority of people in the area where the centre will be operating.  The availability 
of grounds and climate will also have to be considered.  It is important to avoid clashes 
with other junior sports if possible. 

 

ix) Starting Date  

When deciding on a starting date, allow sufficient time for the committee to plan and 
prepare for it.  This includes time for publicity and leaflet distribution, ground approval 
etc. to be completed.  It is also strongly recommended that, where possible, as many 
committee members and parents as possible, attend at least one competition day at a 
nearby existing centre before their own starting date, to familiarise themselves with 
operating procedures. 

x) Publicity & Promotion   

Promotional posters should be displayed in as many locations as possible, eg., general 
stores, shopping centres, schools etc., indicating the date, time and venue for 
registration. 

Promotional leaflets may also be distributed at schools, shopping centres, sporting 
fixtures etc.   

Remember to always obtain permission from the relevant authority before distributing 
leaflets or posters. 

Contact should be made with local newspapers and radio and television stations.  The 
media are usually happy to give a new recreational and sporting activity plenty of 
advance publicity.  Local interest stories about committee members, venue, starting 
date and the aims and philosophy of Little Athletics make good news items.  Local Bank 
Managers if approached properly may allow a display to be set up in the bank. 

A limited number of promotional leaflets/ posters of a general nature may be available, 
from the State/Territory Association.  

xi) Programme 

A full scale athletic programme is NOT recommended on the first day.  It is unlikely that 
new parents would be available on a moments notice to come forward and act as 
officials.   

 
The new committee's time would be more fruitfully spent talking to the parents and 
IMPRESSING UPON THEM THE ABSOLUTE NECESSITY FOR THEIR ASSISTANCE at 
competitions in the future weeks.  It is most essential to have an orientation period 
with new parents on sign-on day and explain what is required of them. 
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Chapter  16 
 

Preparation of Facilities 

16.1 Marking An Athletic Track 

The following procedure describes a method of marking out a grass track for both track and 
field events.  Although the method is designed for tracks of 400m circumference with two 
straights and curves, much of the information is also applicable to circular tracks or oval tracks, 
or to tracks of other than 400m circumferences. 

One point about the size of a track - the distance around the inside line is NOT 400m - on a 
grass track it is 398.74 metres.  This is because all distances on a grass track are measured 
20cm (0.2m) out from the inside edge of a lane, as this is where an athlete's feet are expected 
to land.  So for a track with two straights 70m long and two curves of radii 41.18m the inside 
line has a total length of 398.74 metres, while the total distance around an imaginary line 20cm 
(0.2m) out (ie. two 70m straights and two curves of 41.38m radius would be 400.00 metres.  
On a track with a 5cm high kerb such as Hensley Athletic Field, lane 1 is measured 30cm (0.3m) 
out from the kerb, while all other lanes are measured 20cm (0.2m) out. 

i) Preliminaries 

 The first job is to decide where the track is to be located, bearing in mind low spots 
where water lies or spots of poor drainage, uneven ground or potholes, high ground or 
slopes which would be suitable for spectators, and the total area available.  The overall 
dimensions of a six lane track, total length (L) and total width (W), are given in the table 
opposite. 

Various items of equipment must now be obtained to lay out and mark the track.  Top of 
the list is a lane marking machine.  A tennis court line marker is suitable (may be 
available second hand) using weed killer and red oxide mixture or a paint mixture.  An oil 
marker can be constructed by mounting a drum, with open end upmost, on three 
wheels in a tricycle fashion, with the front wheel being a felt-covered wooden wheel 
5cm wide.  A tap in the side of the drum will allow the oil to drip onto the front wheel. 

Other items are measuring tapes (preferably 100m long, otherwise as long as possible), 
marking cord (thin rope or heavy twine, a number of 100m lengths needed), marking 
pegs (treated 5cm by 5cm timber about 20cm long, sharpened at one end and painted 
white the other), quantity of pencil sized pegs and sundry stakes, hammers etc. 

 
ii) The Straights 

 Having decided where the track is to be located, hammer in pegs at points A and B,  
measuring the length of the straight between the centres of the peg tops.  Now locate 
peg C by measuring the distance AC (see Table 1) from the centre of peg A to the 
furthest edge of peg C, and also diagonal BC to ensure the angle is 90°.  Do not hammer 
this peg in fully yet.  Using a similar procedure locate pegs D, E & F, and check that the 
four pegs are true by measuring the major diagonals DE and CF, and checking that the 
distance CD and EF are equal to AB.  When all final adjustments have been made the 
pegs can be hammered just below ground level and fixed permanently.  Hammer in 
stakes about 1m long next to each peg for sighting purposes. 

 
Now the straights are marked out.  Stretch a marker cord tightly between C and D and 
mark the line so that the line marker runs over the centre of the pegs.  Pegs or stakes 
are now placed 1.22m apart along the lines DI and CH, marker cords are stretched 
between appropriate points and the lanes are marked such that all lanes are 1.22m from 
the outside of one line to the outside of the next line.  The same procedure is used to 
mark the straights EF to JG. 
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Length of Straight  Radius  Diagonals 

  AB         AC AE BD BF   BC BE 
  60m       44.36m     74.62m 
  70m       41.18m     81.21m 
  80m      38.00m     88.57m 
  90m       34.81m     96.50m 
 100m       31.63m    104.88m 
 

       Major Diagonals    Total Length and Width for 6 lanes 

   CF DE      L                   W 
   107.10m  163.36m     103.36m 
   108.09m  167.00m      97.00m 
   110.34m  170.64m      90.64m 
   113.78m  174.26m      84.26m 
   118.33m  177.90m      77.90m 

Diagram as shown on Page 81 
 

iii) The Curves 

Next the curves are marked.  It is important that great care is taken with marking the 
inside lane, as any errors here will be repeated in the other lanes.  Pull the measuring 
tape tightly from A to C, and holding the tape firmly at the centre of peg A swing the 
tape from C to E, marking the semi-circle about every 30cm with pencil-size pegs.  
These pegs are only lightly pushed in, and the outside edge of the lane marking wheel 
will force them aside.  In this manner the radius AC is measured to the outside of the 
line. 

 
The other semi-circular lanes are easily marked as follows:  make a loop at one end of a 
marking cord and place it over a stake located next to peg A.  With coloured tape of a 
contrasting colour (electrical insulating tape is ideal) make a mark on the cord at a 
distance AC from A with the cord stretched, and then make further marks at intervals 
of 1.22m for the required number of lanes.  Now pull the cord tightly until the first 
mark is level with the outside of the line as marked above, and mark the other semi-
circles with pegs about 30cm.  With a good supply of pegs the whole 6 lanes can be 
marked at the one time.  The same procedure is used to mark the semi-circles at the 
other end of the track. 

 
iv) Finishing the Straights 

With suitable stakes and marking cord, the main straight can be extended back to KM.  
To avoid confusion for athletes running the curve in lanes, these lines need not be fully 
marked, but only short lengths which intersect the curved lines need be marked if this 
is considered desirable.   

 
Finish line FG is marked at right angle to EF by sighting the stake located next to peg D.  
The 100m starting line can now be marked such that the edge of the finish line nearer 
to the start is exactly 100m from the edge of starting line further from the finish.  
Similar starting lines can be marked for 50m, 70m and 60m hurdles events if desired.  It 
is advisable to extend all start and finish lines 2 to 3 metres on either side of the track 
so that the start and finish posts can be kept well away from the track. 

 
Hurdles location points should be marked only half-way across each lane so that there 
is no confusion with the starting lines.  The distances of the hurdles marks are: 14m 
from the start to the first hurdle, 7.5m each hurdle, and 16m from the last hurdle to 
the finish line. 
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v) Inside Tracks 

It may be desirable to have an extra straight track on the infield.  Points A and B serve 
as good reference points for this purpose.  There is plenty of scope for positioning the 
tracks to suit local conditions. 

 
vi) Staggered Starts 

Staggered starts are needed for 200m and 400m events (and in some states 800m 
events) to ensure all competitors cover exactly the same distance.  For tracks of 400m 
circumference with lanes 1.22m wide, the exact amount of stagger needed is 7.66m 
per lane for the 400m, and 3.83m per lane for the 200m, regardless of the shape of the 
track.  For tracks of other size (usually between 300m and 400m) the 200m staggers 
will still be 3.83m per lane for lanes of width 1.22m, but the 400m staggers will depend 
on the actual size and shape of the track. 

These distances are measured along an imaginary line 20cm (0.2m) out from the 
outside edge of each lane, and each lane is measured independently as follows: in lane 
2 place pegs 20cm (0.2m) out from the outside edge of the lane on the left and 
measure around this curve 7.66m from the rear of line FG to the rear of the stagger 
line.  Stretch a marking cord from peg B through this point across lane 2 and mark the 
staggered start line which will then be at right angles to the inside border or the lane.  
Lane 3 is marked similarly at a distance of 2 x 7.66 = 15.32m from FG; Lane 4 is marked 
at a distance of 3 x 7.66 = 22.98m from FG; and so on. 

For the 200m staggers an imaginary or temporary line CH is needed to measure from 
Lane 1.  Lane 1 start is placed at C; Lane 2 start is measured 3.83m around from CH by 
the method above; Lane 3 start is measured 2 x 3.83 = 7.66m around from CH; Lane 4 
start is measured 3 x 3.83 = 11.49m around from CH; and so on. 

For 800m staggers, please contact your Association office to correct marking 
procedures. 

 
vii) Pack Starts 

For races with pack starts the starting line is curved so that each runner starts the same 
distance from the finish.  To determine the 800m start, stand at where you think the 
curved starting line might meet the outside line and sight where the tangent meets the 
line 20cm (0.2m) out from the inside line (point P). Place pegs 20cm (0.2m) out from 
the inside line, going around the curve beyond P to be on the safe side. Place the zero 
end of a measuring tape on the last peg and measure the distance around the pegs to 
the line FG. Swing the tape out across the lanes and insert pegs at this distance. Join up 
the pegs with the line marker. 
 
For the 1500m start, point R must be established by measuring back from D, along a 
line 20cm (0.2m) from the inside line (use pegs as above), a distance equal to (100m 
minus length of straight), ie. for a 70m  straight measure back 30m, or for a 90m 
straight measure back 10m, etc.   

The remaining procedure is the same as for the 800m start.  The only difficulty will be 
with tracks having a straight of 80m, or 90m, in which case the point where the tangent 
meets the running line will be about 100m away. 

This method of making a curved starting line is applicable to tracks of any size or shape, 
once the starting position in lane 1 has been determined. 
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viii) 4 x 100 Relay 

For the first change the "scratch line" (the middle of the changing zone) has already 
been marked (point R) by measuring back from DI along a line 20cm (0.2m) out from 
the inside line a distance of (100m minus length of straight).  The scratch line for lane 2 
is measured back from DI a distance of (100m minus length of straight minus 3.83m).  
For a track with a 70m straight this distance becomes (30 - 3.83) = 26.127m. 
The scratch line for lane 3 is measured back (100m - length of straight - 2 x 3.83m), 
which for a track with a 70m straight becomes (30 - 7.66) = 22.34m.  For lane 4 the 
distance is (100m - length of straight - 3 x 3.83m), which for a track with a 70m straight 
becomes (30 - 11.49) = 18.51m, and so on.  All measurements are made 20cm (0.2m) 
out from the inside boundary of each lane. 

For the second change the 200m staggered starting lines are the scratch lines so no 
further measurements are needed. 

For the third change, the scratch lines are determined by measuring back from EJ a 
distance of (100m minus length of straight) in each lane, along a line 20cm (0.2m) out 
from the inside boundary of each lane.  For a track with a 70m straight, a distance of 
30m would be measured back in each lane. 

The limits of the changing zones can be marked 10m in front of and 10m behind each 
scratch line.  To avoid confusion these marks should only extend half way across each 
lane.  A 10m acceleration zone, or run-in zone, can also be marked in front of the 
changing zone if desired. 

 
 Table 2 

 Advancement for different sized tracks 

LANE   LENGTH OF STRAIGHT 
No.  60m  70m  80m  90m 100m 
 1 0.00m 0.00m 0.00m 0.00m 0.00m 
 2 0.01m 0.01m 0.01m 0.01m 0.01m 
 3 0.05m 0.04m 0.04m 0.03m 0.03m 
 4 0.11m 0.10m 0.08m 0.07m 0.07m 
 5 0.20m 0.17m 0.15m 0.13m 0.12m 
 6 0.31m 0.27m 0.23m 0.21m 0.19m 
 7 0.45m 0.38m 0.34m 0.30m 0.27m 
 8 0.16m 0.52m 0.46m 0.41m 0.37m 
 9 0.80m 0.68m 0.60m 0.53m 0.48m   

The scratch line for the first change is measured around from FG a distance of (normal 
200m stagger + advancement as above). For lane 4 of a track with 80m straights this 
distance would be (3 x 3.83 + 0.08m) = 11.57m.  The limits of the changing zones can be 
marked 10m on either side of these marks, while the changing zones for the second 
and third changes are 10m on either side of FG.  There is no acceleration or run-in zone 
in the 4 x 400m relay. 

In practice all these marks would make a very confusing array on a grass track where 
there is a limit on the number of colours that can be used, so for most purposes it 
would be preferable to only mark the starting positions and use the normal 400m starts 
for the first change. 

x) The Last Step 

Take cross-sightings of the six main pegs A, B, C, D, E and F, using reasonably 
permanent features such as buildings, poles, trees, etc, and mark these on a plan to 
help in finding them in twelve months time. 

For any important meetings, flags should be placed on the inside line at intervals of 5 
metres so as to prevent any competitor running on the line.  They should be placed at 
an angle of 60ú to the ground, sloping away from the runners.  Flags approximately 
25cm by 20cm in size mounted on stakes 45cm long are the most suitable for this 
purpose.
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LAYOUT FOR A 400M TRACK WITH 70m STRAIGHTS 
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16.2 Field Event Markings 

 
Markings for the field events are fairly simple, the main ones being for the shot and discus 
sectors.  If there are no permanent circles, the first job is to mark circles with diameters of 
2.135m for the shot and 2.50m for the discus, with a line through the centre separating the 
front from the back half of the circle and extending at least 75cm (0.75m) on each side.  The 
40ú sector lines are measured by locating pegs at points B and C to suit the dimensions. The 
markings shown every 2m for the shot and every 5m for the discus are very handy for making 
approximate measurements, for example at the practice sessions.  These are marked by 
measuring the approximate distances from the inside of the front edge of the circle or stop 
board, placing a peg at that point, and then marking the arc by using the centre of the circle 
(point AO as described above would be suitable). 

A run-up lane for the long jump and triple jump could be marked as follows: 

Place stakes symmetrically at each end of the sand pit 1.22m apart, these stakes being used to 
locate the ends of the run-up lane.   

Check that the end points are also 1.22m apart, join the stakes with marking cord and mark the 
lanes.   

 

i) Throwing Cirlces 
 
a) Discus 

 
IAAF Rule 182 
 
Construction: 

Circles shall be made of band iron, steel or other suitable material, the top of which 
shall be flush with the ground outside.  The interior of the circle may be constructed on 
concrete, asphalt or other firm, but not slippery, material.  The surface of the interior 
shall be level and 14mm-26mm lower than the upper edge of the rim of the circle. 
 
Measurements: 

The inside diameter of the circle shall be 2.50 metres (+/-5mm).  The rim of the circle 
shall be at least 6mm thick, and shall be painted white. 

 
Layout of a Discus Circle: 

A white line 50mm wide shall be drawn from the top of the metal rim extending for at 
least 0.75mm on either side of the circle.  It may be painted, or made of wood or other 
suitable material.  The rear edge of the white line shall form a prolongation of a 
theoretical line through the centre of the circle at right angles to the centre line of the 
throwing sector. 
 
The Landing Sector: 

The maximum allowance for the overall downward inclination of the landing sector, in 
the throwing direction, shall not exceed 1:1000. 
 
The landing section shall be marked with white lines 50mm wide at an angle of 40o 
such that the lines, if extended would pass through the centre of the circle. A 
distinctive flag or marker shall also be provided to mark the existing Association 
Record. 
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Discus Throwing Cage: 

All discus throws should be made from an enclosure or cage to ensure the safety of 
spectators, officials and competitors. 

The cage should also be designed, manufactured and maintained so as to stop the 
discus so there is no danger of it ricocheting off fixed members of the cages, back 
towards the athlete or over the top of the net.  Provided it satisfies this, any form of 
cage design and construction can be used. 

The cage should be U-shaped in plan. 

Provision should be made in the design and construction of the cage to prevent a 
discus forcing its way through any joints in the cage or the netting or underneath the 
netting panels. 

The netting for the cage can be made from suitable natural or synthetic fibre cord or, 
alternatively, from mild or high tensile steel wire.  The maximum mesh size shall be 
50mm for steel wire and 44mm for cord netting.  The minimum size of cord or wire 
depends On the construction of the cage, but the minimum breaking strain should be 
40kg. 

 
 

(b) Shot Put 

IAAF Rule 181 

The Stop Board 

Construction: 
The board shall be pained white and made of wood or other suitable material in the 
shape of an arc so that the inner edge coincides with the inner edge of the circle.  It 
shall be placed mid-way between the sector lines, and be so made that it can be firmly 
fixed to the ground.  It shall be placed midway between the sector lines. 
 
Circle Construction: 
Construction to be the same as the discus. 
 
Measurements: 
The board shall measure 112mm to 300mm wide, 1.21m to 1.23m long on the inside 
and 98mm to 102mm high in relation to the level of the inside of the circle. 
 
The Landing Sector: 
The landing sector shall consist of cinders or grass or suitable material on which the 
shot makes an imprint. 

The maximum allowance for the overall downward inclination of the landing sector in 
the putting direction shall not exceed 1:1000. 

The landing sector shall be marked with white lines 50mm wide at an angle of 40o such 
that the lines, if extended, would pass through the centre of the circle. 
 
A distinctive flag or marker may be provided to mark the best throw of each 
competitor, in which case, it shall be placed along, and outside, the sector lines. 

A distinctive flag or marker shall also be provided to mark the existing Association 
Record. 
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THROWING CIRCLE MARKINGS 
 
 
 

 

c) Javelin 

The javelin is thrown from an arc at the end of the runway 30 to 36.5 metres long and 
four metres wide into a throwing sector of angle 29 degrees.  Where conditions permit, 
the minimum length of the runway should be 33.5 metres. 

From the throwing end of the runway measure back along the centre of the runway 
precisely eight metres.  Mark this spot with a spike or peg, as it forms the centre of the 
throwing arc at the end of the runway and of the sector. 

From this point tension an eight-metre length of string and scribe an arc at the end of 
the runway.  Line this arc twice to produce a line of width seven centimetres.  Where 
the arc meets the sides of the runway, extend the arc ends at right-angles to the 
runway edges for 75 centimetres.  Once again mark these lines twice to produce a line 
seven centimetres wide.  All lines on the entire field are five centimetres wide except 
those that mark the throwing arc for the javelin. 

To be a valid throw, the javelin must fall within the inner edges of two lines marking a 
sector of 29 degrees.  The sector may be accurately laid out by making the distance 
between the two sector lines 20 metres at a point 40 metres distance from the centre 
of the throwing arc along one of the sector lines.  The sector lines should be continued 
for a minimum distance of 50 metres and their ends marked with red flags. 
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d) High Jump Area 
 

IAAF Rule 171 

The Runway and Take-off Area: 

a) The minimum length of the runway shall be 15 metres. 

b) The maximum overall inclination of the runway and take-off area shall not 
exceed 1:250 in the direction of the centre of the cross-bar. 

c) The take-off area must be level.  If portable mats are used, all references to the 
level of the take-off area must be construed as referring to the level of the top 
surface of the mat. 

 
Apparatus: Uprights - 

 Any style of uprights or posts may be used, provided they are rigid.   

 They shall have supports for the cross-bar firmly fixed to them. 

 They shall be sufficiently tall as to exceed the maximum height to which the 
cross-bar can be raised by at least 100mm. 

 The distance between the uprights shall not be less than 4.00 metres nor more 
than 4.04 metres. 

 

Cross-Bar 

 The cross-bar shall be of wood, metal or other suitable material, circular in cross-
section. 

 The length of the cross-bar shall be between 3.98m and 4.02m.  The maximum weight 
of the cross-bar shall be 2kg. 

 The diameter of the cross-bar shall be 29mm - 31mm.  Each end of the bar shall be 
constructed such that it has one flat or concave surface only 29 - 35mm x 150 - 200mm 
for the purpose of resting on the supports of the uprights. 

 Those parts of the bar which rest on the supports shall be smooth.  They may not be 
covered with rubber or any other material which has the effect of increasing the 
friction between them and the supports. 

 
 

iv) Long/Triple Jump Area 
 

IAAF Rule 173 
 
The Runway: 

The maximum length provided for the runway shall be 45 metres.  The runway should 
have a minimum width of 1.22 metres and a maximum width of 1.25 metres.  The 
runway should be marked by white lines 50mm in width.  Where conditions permit the 
minimum length should be 40 metres. 
 
The maximum allowance for lateral inclination of the runway shall not exceed 1:100 
and the overall inclination in the running direction 1:1000. 
 
 
Markers: 

A competitor may place alongside the runway a marker (supplied or approved by the 
Organising Committee) to assist him in his run-up and take-off.  However, if such 
markers are not supplied, he may use adhesive tape but not chalk or similar substance. 
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The Landing Area: 

The landing area shall have a minimum width of 2.75 metres and a maximum width of 
3 metres.  It shall, if possible, be so placed that the middle of the runway, if extended, 
would coincide with the middle of the runway. 

 
The landing area should be filled with soft damp sand, the top surface of which shall be 
level with the take-off board 
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Draft Centre Agenda 

……………………….Little Athletic Centre 
 

 
(date) & (Venue) 

                

 
 
 

 
1. APOLOGIES  

2. DECLARATION OF CONFLICT OF INTEREST 

3. CONFIRMATION OF PREVIOUS MINUTES 

4. BUSINESS ARISING FROM MINUTES 

5. TREASURER’S REPORT 

6. CORRESPONDENCE 

7. (Enter any items that you know need discussing at this meeting - could be issues like Centre 
Championships, TLAA Conference Motions, Kiosk Nominations etc.)  

8. COMMITTEE REPORTS 

8.1 Registrar 
8.2 Arena Manager 
8.3 Special Meetings 
8.4 Education 
8.5 Technical Requirements 
8.6 Records & Ranking 
8.7 Publicity 

 
9. CLUB REPORTS (if applicable)  

10. TLAA FORM REGISTER (Check Register, in particular Administration Planner for any 
Forms/Information required by the TLAA Board) 

11. ITEMS TO BE DISTRIBUTED  
(eg. list any items to be distributed to your Centre members, Clubs etc. and the person 
responsible for same) 

12. GENERAL BUSINESS 

13. CLOSE OF MEETING AND NEXT MEETING DATE   
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