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1. Official Language

a) The official language of ITU is English. However, other languages may be used to improve
communication.

b) The LOC will communicate to others in the official language.

¢) The Competition Jury will be addressed in English.

d) The Athletes’ Briefing will be conducted in English and afterwards, if available, in the host
language.

e) Communication between officials and athletes regarding penalties will be in English and if
appropriate, in their own language.

f) Itis the responsibility of the athlete, or their NF, to provide for translation if needed.

g) Race announcers will preferably provide 50% of information in English and 50% in the local
language. The final percentage will be decided during the Sport Presentation meeting prior
to the race.

2. Agreement

a) This EOM applies to all ITU Event (in certain level as it was developed for Triathlon World
Cups) as stated in the Agreement; all provisions of the EOM are legally binding upon all LOCs
that have been awarded an ITU Event.

b) ITU has authority for determining what constitutes the correct implementation and
interpretation of the EOM.

3. Insurance

a) Event liability insurance and event cancellation is required as per the Agreement.

b) Athletes’ Insurance: each athlete must acquire insurance which offers the legally necessary
guarantees for the country where the event is being organised unless their NF has a license
system including such coverage. Insurance information requirements must be included on
the entry form. Athlete insurance is required for entry and is the responsibility of the
athlete’s NF.

¢) LOC Insurance: The LOC shall, at its cost, insure and keep insured with a reputable insurance
company, a standard public liability and property damage insurance policy to cover the risks
of insurable nature under the Agreement and the staging of the Event and the related
events for an amount not less than the Agreement. The policy of insurance shall name, as
insured, LOC, ITU, the Global Partners, Global Sponsors, the ITU Officials, the ITU Technical
Officials, and the respective LOC staff, officers, agents, volunteers, employees and
contractors. The LOC shall provide to ITU a certificate of insurance or other satisfactory
evidence of the coverage no later than 60 days prior to the Event.

4, Registration

a) All the rules regarding the registration deadline, eligibility and entry can be found in the ITU
Qualification Criteria and ITU Online Entry System.

b) Entry Fees and Payment: Entry fee to the ITU Events will be in accordance with the fee
outlined in the Agreement.
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5. Prize Money Breakdown

a) The prize money breakdown can be found and downloaded from www.triathlon.org.
b) The prize money breakdown can be changed upon the approval of the ITU Executive Board.

6. Database Management

a) A database management system and format must be set-up in consultation with ITU and will
include:

1 Athlete Registration and Package Pick-up;
f Timing and Results;

Y Medical Information;

9 Information for Race Announcers; and
 MediaInformation.

b) For the internal communication of the LOC, ITU is proposing the use of advanced web share
point programs in order for the LOC to facilitate collaboration, provide content management
features, implement business processes, and supply access to information that is essential to
the event goals and processes. This is an excellent tool which provides a single, integrated
location where LOC members can efficiently collaborate with team members, find
organisational resources, search for experts and corporate information, manage content and
workflow, and leverage business insight to make better-informed decisions.

7. Accountability

The LOC is accountable for the following, but not limited to:

a) Agreement compliance

b) Athlete Medical Waivers

Q) Budgets

d) Contracts

e) Foreign Medical Team Undertaking
f) Insurance

g) Payroll

h) Permits and Approvals

i) Purchasing and Invoicing

i) Reporting schedule and checklist
k) Visas

=

Water Quality Tests

8. Permits and Approvals

a) Obtain written approval for course and location, including swim, bicycle, run, transition
and all jurisdictions; (municipality; police, engineering department etc.). The LOC must
have ITU’s approval for all segments of the course.

b) All temporary structures (pontoon, grandstands, stages, gantries, etc) have to be
approved in writing by a Structural Engineer.
d) A traffic management plan needs to be submitted to ITU for approval.
C@ International Triathlon Union - Event Organiser Manual - 2010 Edition

15



9. Reporting Schedule and Checklists

a) Upon request of the TL, TD, ITU Media and Television Director according to their
checklists.

b) After the event upon receiving the ITU Post- Event Report.

) For a World Championship or World Cup Event, a Major Events Milestones & Critical Path
Schedule needs to be submitted to ITU. The LOC will be assessed based on these
documents.

10.Event week ITU - LOC Meetings

ITU may request the following meetings scheduled prior to the event:
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11.Visas

Day | Ewent Attendants
ITU Staff Moating
ITULOC Mgt ITU Technical Delegate, ITU Team Leader, LOC
ITU TD, LOC Derecior of Operations. LOC Venue Operations

Communications & Rado Profoccl

Manager. LOGC Communicatons Cocndinasod

ITU TL. LOC Spor Presentaton Cocrdinalor, LOC Announcers

ARNDLUNCETS Maahng
ITU TO. LOC Dwector of Operations. LOC Technical Operations
. Tachnical Mesling Manager, LOC Field of Play Coordinators, LOC Sector Leaders
gi ITU Director Media and Television, [TUv News Liatson, ITL
. Onsite TV Producer, ITU TV Edior (cutter), ITU TV Camern
E E. Television Producton Mesting Cresw, ITU TV Vioice Over. LOC Television Operaions
Mansger. LOT Hast Brasteasier
ITU Dhwector Media and Television, ITU Prat Meha Manager,
Media Managemint Mestng ITU Online Produser, ITU Offcal Photegrapher, LOC Media
Cperations Manager
ITU TL. LOG Director of Operations, LOC Venue Operatons
Branding Meeting Manager, LOC Direclor of Marketing, LOC Direclor of
Commumnicalion
, . ITU TL, LOC Director of Administration, LOC Registration
Brislingd_Fegieisaion Mewsing Coordinator
ITU Staff Meeting
ITU Technical Delegate, TU Team Leader, LOC Executive
IMWLOG Mesting Direcior, LOGC Director of Operations
ITU TD, LOC Techmscal Operations Manager, LOC Viehicke
- Motorbike and boat drivers briefing Control Coordinator, LOC Moborcycle Drivers, LOC Boat
g‘! rrUTLLﬂCDiudn'ul'ﬁplll.-lﬁuu LOC Venue Operas
. . B aSons
- z Sound oheok on she Manager, LOC Praapnkalion Conslirslor

ITU TD, LOC Director of Operations, LOC Technical Operations

Manager, LOC Boat drivers, LOC Lifeguards, LOC Scuba

a)

Karine Plan MeeSng
Divers, LOC Swim Direchor
ITU TD, ITU Director Media and Television, [TU Online
Timing Mewtng Producer, ITU Timing and Resulis Manager, LOC Timing
Direclior
Medical Mee ITU Medical Director, LOC Medical Direclor
Start Rehearshal ITU TD, ITCs, NTOs, LOC Technical Officials Coordinafor
Tos Mesting ITU TD, ITCs, NTOs, LOC Technical Officials Coordinafor
- ITU TO, LOC Direcior of Opemtions, LOC Venue Operaons.
I E . - Manager, LOC Venue Commander, LOC Direcior of
i; vE [Administration. LOC Administration Manager, LOC Accreditation
Coordinator
d i Finish Rehearshal ITU T, ITCs, HTOs, LOC Technical Officials Coordinalor
Final Branding Ched T TL. LOG Derechor of Cperations. LOC Venue Operations
— Al | ITUTL, ITU TD, LOC Oirector of Adminsstration. LOC Spacial
LR
Monday .
{abter the LOCATU De-brisfing ITU Technical Delegate, ITU Team Leader, LOC
event)

T

The LOC must contact their country’s Customs and Immigration Department and

determine the following:

International Triathlon Union -
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Which countries require a visa to enter the host nation.
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1 The location of the host nation’s consulate or embassy in the countries requiring a
visa.
The LOC must then publish this important visa information on the event website and on
www.triathlon.org.
Upon request for Visa invitation letters, the LOC must first contact ITU to determine that
the athlete or official requesting the information is fully affiliated with ITU and has a
reason to request an invitation to attend the particular event.
ITU will then provide a letter of invitation template to be used by the LOC. The LOC will
be responsible for the appropriate translation of this letter.
ITU must be copied (ccd) on all visa letters.

12.Accreditation Protocol

12.1. Introduction

a) ITU has a standardised accreditation design system that must be used at all events.

b) The template below outlines the key accreditation classes and colours. A separate card
and signage design template is included in the appendices.

Q) The accreditation card should be 10cm x 15cm and should be either hard plastic or of
high quality laminated material. The access signs should be 60cmx90cm.

d) The LOC must pay particular attention to both the development of the accreditation, the
development of the secure zone signage and the implementation of an effective security
team to manage and control the accreditation and security on site.

e) Security zones must be indicated on all site maps.

f) The LOC must develop a media accreditation registration on-line form; the form must be
approved by the Director of ITU Media and Television prior to posting and all registered
media must be approved by ITU.

g) The LOC must ensure that that all team support is submitted by the National Federation
and all coaches and managers must be on the ITU approved list.

h) The final plan and proposed accreditation cards, zone control signage and venue
accreditation plan/flows must be submitted to ITU for approval 60 days in advance of a
World Championship event.

12.2. Zones

The accreditation zones should be planned based on the following table:

Sport Delegation
Back of House - Operation Areas
Coaches' Area

Athletes' Preparation Area

Photographers

Press Area

Broadcasters' Area

or yellow wristband VIP Area

Medical Area

I NN [WIN =

Field Of Play

()

o/ v
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12.3. Accreditation Card

The ITU Accreditation card for all World Cup and World Championship Events is formatted as follows:

Front - Sport and Fublic Argas

| Tiszaurvaros
&il. truathl
TVK U World Cup

Mooloolaba ITU Triathi®h World Cup

2 Athletes’ Preperation Area
Photographers
) Press Area
2 Broadcasters’ Area
B ViP Area
{7) Medical Area
! Field of Play

LOREEN BARNETT

ITU SECRETARY GENERAL

D@ @

Fromt - Opotions Arsas

LOC
SPONSORS

triathlc P
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12.4. Sub- Categories

Category Sub- Category or Title Access Comment Accreditation tool
Technical Delegate 12345878
Team Leader 12345878
All Access ITU Media 1,234,548, Accreditation card
Executive Director 12345
LOC Staff (max12) 1234587,
Medical and Doping
Swiim
Bike Acceditation card
Run can be replaced with
Transition wristband with the
LOC Staff and Woluntesrs Dioping same codour and and]
Wenue Management the specific number | s oditation card or
Tiaff Services zone code on it if wristhand
TO= Servi applicables.
VIP Violumteers
Athletes' Senvices
Sponsors -, Governmental - and Acceditation card
L WiPs Munizipal representatives can be replaced with
yellow wristband.
Technical Official Al TOs and NT0s Accreditaton card
Photographer Acceditation card
Print can be replaced with
Medi Broadoaster wiistband with the | Accreditafion card or
= Media Chaperone sarme colour and and| wristband
Host Broadcaster the specific number
ITU Online Media zone code on it
Elite (with "Elite Athlete " Text on their
Acr. Card)
Elite Athlete Under 23 (with "Li23 Athlete ™ Text on Accreditation card
= i F e L
Junicr (with "Junior Athlete " Text on
ey Sl = | N —
| Age Group Olympic (green wristband) The specific colours
Age Group Athlete  |_Age Group Sprint (purple wristhand) . “‘miﬁ ;'m Wristband
AWAD {white wristband) Ay
National Federation NF President, Secretary General, EB '““ﬁ”"a‘:;m Accreditation card or
regresentative members, NF sponsors, eic. aan ; |-|-- 4 wristband
Elite Athlate Coac {with "EJ.Fi:eA " Text on their
L3 Afhlete Coads {with "LI23 Athlete [.‘oan]h " Text on their Accreditation card
Jumior Athlate Coad {with "Ju l!'.“ Text on
Age Grougl AWAD Olympic (orange The 5p_eciﬁ|: coiours
AG Athiete Coach i of wmsthance i Wristband
Age Group Sprint (grey wristband) oras |
Team Medical (for both AG | (with - Team Medical” Text on their Aar. T T
and Elite Card) Ancreditatio
=0 anic [~ with ~Team Mechamic . 1ext on ther n card
and Elibe] Acr. Card)
International Triathlon Union - Event Organiser Manual - 2010 Edition
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12.5. National Federation Delegation Accreditation Cards/ Wristbands
A certain number of registered NF Delegates are entitling to a blue zone accreditation card or
wristband. At the ITU Triathlon World Championship Series events only the Elite Coach,
Mechanics, Medical and NF Representative Column will apply.

) Coaches Mechanic | Medical | NF Representatives
Team size - 02 Junior — — -
ite wesrne | e AG Accreditation | Accreditation |  Accreditation cards or
(Accreditation cards) (g (wristbands) cards cards wristbands
cards) cards)
Team of less than 50 | Based on the Specific 2 1 2
Team of 50 - 100 Policy (check 5 5 4 2 i 4
Team of 100 - 150 paragraph 6) 6 3 6
Team of 150 + 8 3 8

12.6. Coaches' Area Access for Elite Team Coaches at all ITU Events

Access Rights are given by NF according to the number of athletes entered.

Quantity: 1-3 athletes = 2 coaches, 4-6 athletes =3 coaches, 7 and more athletes = 4 coaches
All the coaches have to be registered by their NF through the ITU Online Entry System.
Access Rights:

a)
b)

<)

=A =4 =4 =4 =9

Full access to Sports Seats on the Grandstands (if applicable);
Full access to Coaches Areas along the FOP;

No access to Recovery Tent;

Full Access to Athletes’ Lounge; and

No Access to First Recovery Tent (if applicable).

12.7. Medical Area Access for Team Medical at all ITU Events
a) Registration to ITU Medical Officer
b) Quantity: 1 per team
c) Access Rights:

= =4 =8 -4 =9

Full access to Sports Seats at the Grandstands;
Full access to Coaches Areas along the FOP;
Invitation access to Recovery Tent;

No Access to Athletes’ Lounge; and

No Access to First Recovery Tent (if applicable).

12.8. VVIP Area Access
If applicable, VVIP area can be controlled by giving a pink wristband to the zone access holders.

International Triathlon Union - Event Organiser Manual - 2010 Edition
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12.9. Access Rights per Room Code

Athletes' Facilities
Athletes' Lounge
Broadcasters Area
Coaches' Area
Doping Control Area
FOP

Grandstands
ITU Media Office

ITU Office

LOC Office

Logistics Compound
Media Centre

Medical Tent

Mixed Zone

Online Coverage Room
Operations Area
Photographers' Stand
Recovery Area
Registration Tent
Security

Sport Production Room
Timing Centre

TO's Lounge

Venue Communication
Centre

VIP Area
VVIP Area pink wristband

12.10. Accreditation Templates
The ITU Accreditation templates can be accessed through www.triathlon.org.

In order to properly manipulate the ITU Accreditation cards a graphic programme such as Adobe
Illustrator, Photoshop or Corel Draw is required.

12.11. Accreditation and Security Checklist
a) Preparation
9 Create accreditation cards based on ITU template;
9 Create access signage based on ITU template;
9 Create the list of person who will be granted all access and submit to ITU for approval;
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12.13.

1 Create all other categories and numbers of cards for each area based on discussion and
direction from the ITU Technical Delegate;

1 Source security vests for security volunteers; and

9 Plan on site training session with all security volunteers.

Race Site

Ensure that there are adequate access points to field of play;

Ensure that there are frequent and logical crossing points for officials and race personnel;

Ensure that there are logical and appropriate crossing points for spectators;

Ensure adequate security to all VIP areas; and

Ensure adequate security to all athlete only areas.

Security Personnel:

1 Ensure that there are trained security personnel manning each access control point;

9 The security personnel must be clearly visible and wear vests that say ‘'SECURITY". They
should not be dressed the same as regular volunteers.

=A =4 =8 =4 =9

Accreditation and Security Area Requirements
10m2 tent
2 Tables, 4 chairs
Notice board

Dot Plan

The LOC should prepare a map with all the accreditation zones and the access/ security check
points from the Race Site (Dot Plan). This document should be submitted to the TD for approval.
A sample of this document is as follows:

ACCREDITATION LEGEND

& Security

velumanr

LN ]

= / Start Zone

- Transition Zone

g raprogwm=<o
HEE LR LR
g

E

£33
:

Taam Parsernel Totals:
Swim Ext/AG Transition = 10
Finish/ Transitian = 10

TVATR_CH ARCOLYER
CNGANEING SEHTTEE ;TVOS)

2200 VANCOUTE 8%
TRIATHLON 1Ol B CHA S oRzer

,A..y.lmduﬁun Any Accréditation
TO OP S E

JPE
EGIS

YARD & ATHLETE 'I ZRODNIN R=ACH
BRI ON ZOME

N S
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13.Staff and Volunteer Services

13.1.

13.2.

13.3.

13.4.

13.5.

Volunteer Coordinator

a) Responsible for maintaining the overall volunteer database.

b) Responsible for volunteer training and assignments.

c) Responsible for distributing volunteer uniforms and accreditations.

Recruitment Plan

a) Itis beneficial to first recruit personal contacts of committee members as they often provide
the most reliable source.

b) An online volunteer application form is recommended.

Training

a) Allfield of play volunteers should receive the basic ITU Competition Rules training.

b) All volunteers are to receive an information package, which includes an event and course
overview, and general understanding and awareness information.

c) Specialised training required for athlete services, spectator services, motorcycle drivers,
communications, timing, live coverage and security.

d) All volunteers are encouraged to promote the event within their own community.

e) The LOC can request from the ITU Events Department all the job descriptions and samples of
general volunteer trainings.

Volunteer Appreciation

a) Volunteer uniforms provided by the LOC.

b) Volunteer food provided on event day.

¢) Avolunteer appreciation event is recommended.

Volunteer Management

a) Recruit Area Coordinators for each different area of the race. (i.e. swim, bike, run, transition,
aid stations, marshals, lifeguards, etc). Area Coordinators should understand the area they
will be supervising.

b) Determine how many volunteers will be needed for each area. (Consider such things as the
size of the event, etc).

c) Ask all Area Coordinators to help you recruit volunteers. Try to use the same Area
Coordinators from year to year and the same volunteers.

d) Post information on your website indicating the need for volunteers for the event.

e) Compile a spreadsheet indicating the following fields.

Last Name;

First Name;

Position;

Email address; and
1 Phone number(s)

f) Also, have individual spreadsheets indicating specific areas with the Area Coordinators name
located at the top.

g) Determine the location for volunteer orientation.

h) Create a volunteer handbook indicating such things as check in times on race day, site map,
event schedule, other volunteer information, event history and general information.

i) Send out mass email to all volunteers indicating dates, place, and time of volunteer
orientation.

j) Create PowerPoint presentation for volunteer briefing.

1
T
1
T
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13.6. Volunteer Orientation

13.7.

a)

L oogT

Have volunteers pick up accreditation, volunteer handbook, and volunteer t-shirt. Use a
checklist and mark off volunteers who have picked up their handbook, shirt, etc. This is to
ensure people do not pick up their package twice.

Provide volunteers with food and refreshments.

Present PowerPoint presentation to mass group.

Give away volunteer prizes after mass presentation to show appreciation.

Then have break out groups for each area (i.e. bike, transition, etc.) Have the Area
Coordinators of each area discuss everything the volunteers need to know.

Note: Area Coordinators will also take attendance of volunteers and will be in charge of
contacting absent volunteers to provide them with information about their duties on race
day.

After volunteer orientation it is important to update all lists and make sure there is a mass
volunteer list as well as area lists.

Determine how much food will be needed for race day.

Breakfast: coffee, muffins, juice, and fruit.

Lunch: Good idea to find a food vendor to sponsor venue.
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