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Event Organiser Guidance - 2023 Season

● Event Planning for 2023
○ Technical Guidance
○ Suitable venues
○ Volunteers
○ Course design
○ Finances & entry fees
○ League equipment & support
○ First aid

● Pre-event essential admin
○ Online Entry
○ Rider information.

● Risk Assessments
○ Event Risk Assessment
○ Covid Supplementary Risk Assessment
○ Dynamic Risk Assessment

What we will cover

● Event day 
○ Sign on
○ Race programme
○ Marshal briefing

● Post event 
○ Pack-up
○ Levies & expenses
○ De-brief
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● Organisers should be familiar with the requirements & responsibilities of 
organisers in the British Cycling Handbook and familiarise themselves with the 
specific Technical Regulations for Cyclo-Cross. 
https://www.britishcycling.org.uk/road/article/bcst_rulebook_and_constitution

● Discipline specific guidance has been produced by British Cycling in the discipline 
specific Organisation Manual for Cyclo-Cross which is free to download on the 
British Cycling website. This includes some information that was previously held 
in the Technical Regulations.
https://www.britishcycling.org.uk/zuvvi/media/bc_files/officials/manuals/Supplementary_event_organisation_manual_
-_CX.pdf

● These along with many other documents for download can also be found on your 
event British Cycling Event organiser dashboard which can be found on your own 
membership dashboard page when you are registered as an organiser.
https://www.britishcycling.org.uk/dashboard/article/20141202-Cyclo-cross-event-documentation---resources-0

Planning your event - The Technical Regulations & Guidance
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Pre-event planning - Finding a suitable venue?

● In the last pre-Covid season (2019-2020), WMCCL events attracted an 
average of around 400 riders at each event.

● Your venue needs to be capable of accommodating that number of 
competitors and their support.

● The car park should be suitable to accommodate 250-300 cars under 
normal circumstances and be accessible in wet weather or after 
prolonged periods of rain.

● As a minimum it needs sufficient toilet facilities and some form of catering

● The course does the facility have space to fit in a 2.5<3.5km course which 
has a lap time of between 5-10 minutes for the full course?

● Cost is the facility cost effective for you?

● Venues used by the WMCCL include, private land, fisheries, educational 
campuses, Local Authority & private sports grounds and conference/event 
centres.
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Pre-event planning - Volunteers

Your event will not happen without volunteers and you must have a sufficient 
number of volunteers to ensure your event can take place safely.

You will need to recruit:

● Helpers to set up the venue, build the course to the agreed layout and put 
out event signage.

● Volunteers for sign-on & hand-out of race numbers to non-league riders

● Car park marshals to direct cars &/or collect parking fees(?)

● Course marshals

● A lap scoring & judging team (these need to be separate roles)

● Sweeper(s) to follow the last rider after the winner has crossed the line in 
each race.

Volunteering at a Cyclo-Cross event is a long day and it is worth considering 
whether swapping people around at some point during the day is sensible. It is an 
outdoor winter sport and worth reminding volunteers to dress for the conditions.  
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Pre-event planning - Course Design

When planning your course, you should aim to include the following features.

● Country and forest paths, roads and meadowland that are well marked 
generally >3m wide to allow for safe overtaking.

● A lap between 2.5 and 3.5 km in length, of which 90% should be 
rideable with no more than 6 man-made obstacles where the rider is 
required to dismount.

● A start area that will allow for the gathering & gridding of riders and a 
finish area with an adequate runoff for riders to slow down.

● Pits are a requirement for all races apart from U12 & below. 

● Courses for riders U12’s and younger need to cater for all abilities and 
aim to encourage participation and fun. These races should be on a 
shorter course where riders are visible to officials at all times. This could 
be a section of the main circuit or a completely separate course.

● There are a wide range of abilities in all league categories and the 
course should be interesting, challenging but with good racing in mind.
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Pits for supported & unsupported riders are a requirement for all 
races apart from U12 & below. 

● Pits areas should be straight and clearly marked out.  

● They should ideally be on the right-hand side of the 
course and positioned to allow safe & clear entry & exits 
to and from the course with adequate space for helpers, 
spare bikes & equipment.

● If there is sufficient space & the course can be run either 
side of the pit area it can be made into a double pit 
allowing pit access every half lap.

● The location of jet wash areas should be carefully 
considered with regard to access, drainage and 
proximity to the course. 

● Unsupported riders should have a dedicated area where 
they can rack spare bikes and store spare 
wheels/equipment during the race.

Pre event planning - Pit layout
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Pre-event planning - Starting grid

The diagram on the right from the Supplementary Event 
Organisation Manual: Cyclo-Cross shows the standard 
grid layout.

Marking this out with line-marking paint takes time and 
planning. You should prepare in advance. Lengths of 
rope or tape will help you get straight lines. It’s a good 
idea to mark a 6m length of rope or tape every 75cm and 
use it to keep the lanes evenly spaced.
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Pre-event planning - Will your event stack up financially?

The BC Cyclo-Cross supplemental guidance 
includes this example of the kind of budget 
planning sheet that could be used for planning 
event finances.

N.B. This is an indicative example & you should 
insert the correct rates for income & outgoings 
for each item appropriate to your event.

The table on the next sheet shows current entry 
fees & levies that must be paid out to the league & 
British Cycling.

There is a fixed fee cost of First Aid cover arranged 
through the league. The rate for this season is yet 
to be determined.

A basic financial assessment also a necessary part 
of the BC Covid risk assessment tool that supports 
the Covid Supplementary Risk assessment. 
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Pre-event planning - Fees & British Cycling Levies

The organising club will need to pay a £10 Event Registration fee (online via the event organiser dashboard) and the British Cycling Commissaire expenses of 
£120 (3 x £40). The organising club is responsible for receiving the correct WMCCL entry fee from each competitor and paying the appropriate levies to British 
Cycling after the event. N.B. The £3 day licence non-BC members (required Junior categories & above for insurance purposes) is not taken online & MUST be 
collected from at sign-on.

Levies to be paid – per riderEntry Fees to be taken – per rider
WMCCL Prize 

Fund Levy
Non-BC Day 

LicenceBC Levy
Timing Chip 

Levy
Non-BC (Added on 

the Day)

UnregisteredWMCCL-Registered
Categories On the DayOnlineOn the DayOnline

---£2.00-£7£5£7£5U8 to U12
£2.00-£1.50£2.00-£15£10£14£9U14 & U16
£2.00£3.00£3.00£2.00£3£20£15£17£12Junior
£2.00£3.00£3.00£2.00£3£25£20£22£17All Senior
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Pre-event - Online Entry - RiderHQ

Step 1 – Set up RiderHQ and Stripe accounts

Go to https://www.riderhq.com and create a RiderHQ account if you do not already have one. You can use an existing 
account for you or your club, but the account needs to be linked to Stripe for payment purposes, so you may decide to set-up 
a new RiderHQ account just for your event.

Go to https://www.stripe.com and create a Stripe account that you can link to the RiderHQ account. Payments from riders 
entering your event will be transferred by Stripe into the bank account you nominate.

Step 2 – create your event in RiderHQ
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Pre-event - Online Entry - RiderHQ

Step 3 – Select CYCLING and enter basic event details
Select your 

RiderHQ account

Pick this option 
from the list

Give your event a 
name

Pick the date of 
your event

Enter the time of 
the first race

Enter the address 
and post code for 

your event
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Pre-event - Online Entry - RiderHQ

Step 4 – List your event

DO NOT change this 
or add an other entry 

types.

Just click here to list 
your event. RiderHQ 

will fill in the Entry 
Types from our 

template.
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Pre-event - Online Entry - RiderHQ

Step 5 – Add details to your event

DO NOT change the 
ENTRY TYPES. They 

should have been set up 
correctly from the 

template

DO NOT change the 
ENTRY TYPES. They 

should have been set up 
correctly from the 

template

Go to your 
ACCOUNT 

DASHBOARD

Go to your 
ACCOUNT 

DASHBOARD

This is where 
you add details 
about the event

This is where 
you add details 
about the event

Click here to get pre-
defined links to your 
event. You will need 

those for the BC website 
listing and other publicity 

Click here to get pre-
defined links to your 
event. You will need 

those for the BC website 
listing and other publicity 

Use this to send 
emails to your 

entrants

Use this to send 
emails to your 

entrants

Use this to send 
rider data to the 

event timing 
supplier

Use this to send 
rider data to the 

event timing 
supplier

You should 
need the 

options here

You should 
need the 

options here

You shouldn’t 
need the 

options here

You shouldn’t 
need the 

options here
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Pre-event - Online Entry - RiderHQ

Step 5 – Add details to your event

Select 
SETTINGS Add your own 

details to this 
page. The title 

and Subtitle will 
appear on the 

WMCCL events 
list. The rest will 

appear when 
people select
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● All events must also be listed on the BC website. But we are 
not using the BC online entry system. That aspect is taken care 
of by RiderHQ.

● Your event has been listed on the British Cycling website by 
the League, and it has been transferred to your Event 
Organiser Dashboard.

● Login as a BC member and go to your Event Organiser 
Dashboard. If you have not yet been set up as an event 
organiser – contact us.

● It is your responsibility to edit your event with specific details –
such as how to find the venue and car parking.

● The most important change you need to make is to make 
the Event Website your event entry page on RiderHQ, and 
also to add that to the event details.

Pre-event - British Cycling – Event Listing
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● Ideally, you should “Clone existing event” to copy the details 
from your event last year. Otherwise, you will need to enter 
basic event details from scratch.

● Select NOT to use the BC event entry system.

● Enter only basic race details. Delete all entry fees from last 
year.

● At the end of that process you need to pay the £10 
Event Registration fee.

Pre-event - British Cycling – Event Listing

Make sure this 
box is NOT 

ticked

Make sure this 
box is NOT 

ticked

Paste a link to 
RiderHQ from the 
Branding page for 

your event
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Pre-event planning - What support will you get & what do the league provide?

The League provides support in the following areas:

● Arrangement of chip timing and results service via D3 Racetech at all 
events.

● The League has an array of equipment that can be used by all 
organisers to help them put on the event.

● Arrangement of a regular first aid provider for the whole league.

● Distribution of pre-event rider information.

● Support and advice to new (and existing organisers) from the League 
Committee and Regional Events Organiser.
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Pre event preparation - League Equipment

Equipment provided by The League is:

● Plastic course stakes (approximately 700 stakes)

● ‘Start’, ‘Finish’ and sponsors feather flags.

● Red & yellow marshals flags (now a BC requirement)

● Branded polythene course tape (organisers to liaise with Dave Mellor)

● British Cycling Gazebo

● Walkie-talkie radios (20 rechargeable radios)

● League P.A. system for announcements & commentary

● Demountable ‘A’-frame bike racks for the unassisted rider pits area & 
general pits.

Organisers need to liaise with the organisers of the previous event to collect the 
equipment for your round. You will need something like a Transit/Transporter 
size van, box/flatbed trailer or at least a couple of estate cars to transport the 
equipment from .
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Pre event planning - First aid provision

In order to maintain a consistent and appropriate level of First Aid coverage for each 
league event The Committee have made an arrangement with a single supplier to 
cover all league events. 

The supplier is Remote Adventure Medical Services Limited (RAMS)
Email: dave@rams-adventures.co.uk
Mobile: 07919 551 556
Website: https://www.rams-adventures.co.uk/

The organiser must ensure that the First Aid providers have appropriate access and 
parking for their vehicle(s) and equipment. Early engagement with the First Aid 
provided to discuss any particular characteristics of the course and/or venue is 
recommended. 
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Pre-event - Essential admin & paperwork

● A template for your event with the standard league race format and for online 
entry with closing dates will be created by the league and be accessible from 
your Organiser Dashboard on the BC website. The event organiser must 
complete this & register the event with British Cycling.

● As a priority ensure your Risk Assessments (General Event & Covid Specific) 
are completed and submitted.

● Produce the rider information to be sent out prior to the event. This can 
include:

○ How to find the venue (try to make it sat-nav friendly) 
○ Car parking arrangements & cost (varies at different venues)
○ What facilities are available on the day
○ Covid information e.g. arrangements at the venue
○ Are dogs/pets allowed?
○ Is it a private venue or is there public access.  

● Make an event plan for volunteers and how they will be utilised on the day.
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Pre-event paperwork - rider information

The images show extracts from a good example of clear 
and precise of rider information.

Rider information should be uploaded to your event via the 
event organiser dashboard so that it can be directly 
distributed to entrants via email in the lead-up to the event.

The information for your event should also be sent to Dave 
Mellor one week prior to the event so that it can be 
uploaded to the WMCCL website.

sales@davemellorcycles.com

Other examples from previous seasons can be found by 
following this link:

https://wmccl.co.uk/docs/
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Pre-event paperwork - Risk Assessment & Risk Management

You CX risk assessment forms and guidance can be found 
on the event organiser dashboard. 

There is guidance for completing the CX-specific risk 
assessment document available on the organiser 
dashboard. 

Where required, specific risk assessment forms (from the 
local authority or forestry commission) will also need to be 
completed and returned.

If you have any issues or questions around the Risk 
Assessment please get in touch with your Regional 
Events Officer:

Tom Wilson tomwilson@britishcycling.org.uk
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Pre-event Risk Assessment - Event Risk Assessment 

The risk assessment form is in Microsoft Excel format with three tabs covering the 
following areas:

● Cover - a summary of the basic event and venue information with contact details. 
The image on the right shows a completed cove sheet and ALL sections must be 
completed.

● Facility - risk assess the general conditions at the venue and identify and 
particular hazards with mitigation measures to remove or minimise these.

● FOP (Field Of Play) - the specific course risk assessment to identify hazards, and 
measures to mitigate these, along and around the course that affect the safety of 
competitors, officials, volunteers, spectators & where appropriate the wider 
public.
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Pre-event Risk Assessment - Facility

This is a partial extract of a completed Facility Risk Assessment.

You must assess all relevant sections for the facility you are using for 
your event. 

Depending on the type of venue it is possible that there may be an 
existing risk assessment that you can obtain from the owner/operator 
to assist you but you MUST produce your own facility risk 
assessment for the requirements of your event.

Some of these should be fairly standard mitigations that are part of 
any well organised event but others may be unique to your venue and 
some thought should be given to them.

In the event that some sections are not relevant to your facility you 
can put N/A (not applicable).
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Pre-event Risk Assessment - FOP

These are extracts from a completed FOP Risk 
Assessment.

You need to understand the way in which the 
course will run, how riders will enter & exit the 
source safely, how course changes (e.g. shorter 
courses for youth races will be safely managed 
to avoid sending riders the wrong way), how the 
natural features and any man made obstacles 
will be managed & how crossing points will be 
controlled.

Each item references a coloured icon you will 
on the FOP Plan for the event and these need 
to be developed in tandem.

You must describe what the Risk is for each 
item, activity or hazard, what is the level of the 
Risk, who is in danger and the Control you have 
in place to mitigate risk.
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Pre-event Risk Assessment - FOP

These are examples of completed FOP Plans.

The base map can be hand drawn, marked-up using Google Maps or using a 
specialist graphic design application and needs to be uploaded into the Excel 
file in the FOP tab. It does not need to be beautiful but it does need to clearly 
show the course layout and the venue.

The standard icons are in the Excel document and can be dragged/dropped, 
copied & numbering amended to refer back to the items in the FOP Risk 
Assessment.

You must include symbols on the course map to show:

● the start; 
● finish; 
● pits;
● Marshal Points;
● Crossing Points; and 
● features on the course (e.g. hazards/obstacles).

This map can also be included or used as the basis for a course plan to be 
send out with the event information.
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Pre- event Risk Assessment - Feedback

Once completed you should email you risk assessments to 
the Commissaire team for comment & feedback:

Chief Commissaire: Gordon Siers
siersgordon50@gmail.com

It is recommended that you repeat the course inspection 
process at least twice before your event to identify any 
significant changes and include any additional features and 
liaise with your Commissaire Team prior to the event when 
they have been allocated. 

If changes are required you must do so and upload the 
amended Risk Assessment to the event on the system and 
resend it to the officials. 
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Once the officials are happy with your Risk 
Assessment and it is uploaded on the system you 
can email the events team at British Cycling ( 
events@britishcycling.org.uk ) to get a copy of your 
Insurance Certificate.

Pre-event Risk Assessment - Upload
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Event Day - Dynamic Risk Assessment

https://www.britishcycling.org.uk/zuvvi/media/bc_file
s/officials/Cyclo-
Cross_Sign_On_Stewards_Information.pdf

In the event of last minute changes due to 
circumstances out of your control e.g. extreme 
weather it may be necessary to undertake a 
dynamic risk assessment in consultation with the 
Commissaire team.

If Dynamic Risk Assessment is necessary a copy 
should be uploaded to the Event Dashboard after 
the event is complete. 



Event Organiser Guidance - 2023 Season

Sign-on should be opened as soon as possible, and no later than 9am.

D3 Racetec will supply you with digital copies of the sign-on sheets as 
soon as possible after online entry closes. As well as sheets for the pre-
entered riders, you will also get some blanks sheets ready for those who 
want to enter on the day.

Sign on sheets should be printed off at A3 size & as a minimum you will 
need a large table to lay out sheets for each event under some form of 
cover e.g. a gazebo or canopy as a minimum.

It will be necessary to collect £3 day licence fees from non-BC registered 
riders in all age categories Junior & above. This can be in cash or by card 
payment if you have that facility.

Consider phasing sign-on to avoid large numbers congregating as non-
league riders will need to collect numbers and timing chips.

Event day - Sign-on
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Event day - Race programme

With the return to racing under standard regulations the race 
programme and durations return to their normal length and 
timings.

Should the situation change and Government or British Cycling re-
impose restrictions and/or social distancing measures this will 
need to be reviewed although events have been run successfully 
under Step 2 & Step 3 restrictions with limited adaptation. 

You should ensure that your marshals are properly briefed, have 
the appropriate equipment (tabard/flags/radio) and the 
commissaires satisfied the course is safe & First Aid are on station 
before the course is opened for course practice.

Ensure you have a volunteer with a bucket (or similar) to collect 
non-league riders numbers and chips as they exit the course.



Event Organiser Guidance - 2023 Season

Event day - Post event

At the venue

● Pack up the course
○ As soon as the last race is finished your team can pack up the course . 
○ You must keep the WMCCL stakes and equipment separate from any 

additional stakes you may have used so that the next event organiser can 
take it away with them.

○ To reduce single use plastic waste we strongly recommend recycling the 
tape either for future use by your club or to pass on to the next organiser if 
they can make use of it.

● Complete agree & sign the Levy Form with the Chief Commissaire
● Arrange payment of the Commissaire Expenses
● Debrief your team and thank them.

At home:
● Pay levies to the league
● Check in with your venue host/owner/operator to give & receive post event feedback 

to build a relationship and set up a plan for next year?

Immediately post event

2 weeks post event
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