Organising a Hockey Tournament - Checklist 


This checklist has been built up over several years of organising mini-hockey tournaments although it should be of benefit in organising any hockey tournament


Advance Planning - 6 months ahead 


The Date - Sort out the date at least 6 months in advance. Consult Midlands calendars to find predetermined or preferred dates to avoid clashes. Usually you don’t have much choice in the matter. Avoid half-term weekends if you are involving school teams.


The Venue - Book the pitch(es). Ought to be pretty central so Meole Brace is the only real option. Contact Alan Wallin or Alison Mapp, 01743 236583, Shrewsbury & Atcham BC, Quarry Swimming & Fitness Centre, Priory Rd, Shrewsbury, SY1 1RU. It is better to go through Alan/Alison as might get reduced rate, rather than contacting the team at Meole Brace direct. We paid £23.55 an hour, inc VAT in 2001. The Meole Brace number is 01743 351916 for later admin. 


Admin Info - You should receive National Mini-Hockey details from EHA in early Sept. Might need to confirm the dates and venues for the regional playoffs. Boys are usually at Coventry, Girls at King Edwards, Birmingham. Need these to make sure your winners can make the dates.  


Sponsorship - Contact Shropshire Star. They will usually provide trophies/plaques if given enough notice. Contact Jackie Gaze, Promotions Secretary, Shropshire Star, Ketley, Telford, TF1 4HU. Phone 01952 242424. Ask for 10 individual medals and a small team trophy per competition - winners only. 


Event Planning - 2-3 months ahead


Invitations - You should have a sample invite onto which you can overprint your details. I gave up trying to get it aligned properly and created my own invite as a word document. Ask if you want it. Also have sample letters from previous years. Ask for replies to be in about a month prior to the event - there’s always some late replies. We have charged £10 entry fee per team for many years. £3 per team has to go on to National Organisers later so budget for £7 per team.  


Distribution - You’ll have to send invites to clubs yourself but Amanda Prosser at Shropshire CC Sport & Recreation, 01743 255071 will duplicate and send out to ALL schools, private and state, in the ‘old’ Shropshire, ie including Telford & Wrekin.


Pitch - Arrange with S&ABC to have the D’s marked out for the half size pitches, and to create a gully of some five or six yards between the two pitches for spectators and the dividing net. Again, contact either Alan Wallin or MB direct. Put the D’s on the inner of the two full pitch side lines as this give more spectator space. Make sure there are two sets of goals - there is only one set at Thomas Telford. 


Umpires - Arrange for young ones through Sue Sutton or Jenny Redford, if possible, especially for the younger competitions like U11. The National Organisers encourage the use of young umpires.


First Aid - Arrange for St John Ambulance to be available. Contact Chris Reynolds, Public Duties Officer St John Ambulance, Priory Road, Shrewsbury,  SY1 1RU. Phone 01743 231280. Give them a donation of £60 or so, depending on the length of the day, rather than them invoice you. Saves on tax for them.


Catering - We have used The Mini-Chef for several years. They are very good. Ron Bakehouse on 01952 223329 or his son Paul on 01952 255847. He doesn’t cost anything and sometimes gives a bit of cash back - if trade is good!


Event Organisation - 4 weeks ahead. 


You need to give everyone at least two weeks notice of their match times so time is tight here and you’ll have to duplicate and post schedules and instructions directly to the entrants. 


Match Schedule -Depending upon the number of teams entered work out your schedule - beware of last minute withdrawals. You will probably have to start with round robins rather than straight knockout. Try to make groups all the same size else you get moans about differing numbers of games etc. Aim for groups of 4; three 20 minute games is an hour of hockey. If necessary, either get a school/club with several teams to drop one or find another entry to give you a ‘nice’ number. Try to give everyone an hour of hockey at least, even those who don’t get past the group stage, but not too much for the finalists. Allow ample time for penalty flicks after games in the knockout stages. 10-15 minutes can be necessary.  


Instructions - Include the rules for determining winners of round robins. Teams to provide their own balls, first named team for each game. These should be standard hockey balls, not lightweight mini ones. No knocking up allowed on the pitch while games are in progress, etc etc. 


PA System - Arrange use of a proper PA system. Experience has shown a megaphone is inadequate. George Cooper on 01743 358537 at 2 Ellesmere Drive, Coton Hill, Shrewsbury may still have one if he hasn’t retired. Cost around £40. Ian Hughes at Ludlow might have one for free. 


Playing Items - Organise spare junior keepers kits, especially for primary schools for U11 days as they tend not to have any. Don Nairn is setting up a GK Excellence Centre at Whitchurch so he may have some spare, or know of some. Also organise some sets of bibs for colour clashes.


Trophies - Make sure that last years winners have returned, or plan to return, the large Winners plaques. There’s nothing worse for a winning team than not being presented with a trophy. Try to get someone famous to present the trophies.


Certificates - Decide who for? Usually semi-finalists and above in U13 but if don’t have many U11 entries consider giving everyone at least a ‘took part’ certificate - the kids like them. I have a Word document sample and Amanda at SCC will produce them for free. 


Raffle - If you have someone with nothing to do on the day consider organising a raffle. You’ll need to get some prizes though. In the past we have held a draw amongst all the players for a few hockey goodies. First draw a team and then a player within that team. Don't charge them entry for this.


Umpires - Appoint an Umpire co-ordinator and give them details of the match schedule so they can work out appointments. They will need to let the umpires know when during the day they are required. They should also be around on the day to ‘look after’ the umpires. 


Final Preparations - 1 week to go


Umpires Score cards - These are useful if they are pre-printed with the two teams taking part, the pitch numbers and the match start and end time.


Timing - This must be central. Get hold of a decent size kitchen clock and a Klaxon/Air Horn for stopping the games. I have one from previous years. 


Tournament Referee - Nominate someone who will make all those awkward decisions and stand up to irate parents.


Photographer/Reporter - try and get from Shropshire Star. If they turn up then you have been lucky.


Check - that you have covered everything above!


Miscellaneous tips for on the day


Get there early and make sure goals are in correct positions, set up PA, scoreboard, pitch numbers etc.


Set up an Admin point somewhere near the entrance. Makes it easier to ensure you get all the team sheets and everyone knows where you are. 


Ensure you have access to a payphone or a mobile phone - usually no problem these days.


Depending upon the layout of the pitches you might consider using tape to keep spectators away from behind the goals for safety reasons.


Find the St John Ambulance people a room they can use, possibly one of the changing rooms, and put a sign on the door.  


Central timing - stop all matches at the pre-set times and encourage teams to get started as soon as the previous game has finished. This way you should never run late. This has been a very effective approach over the years and everyone knows, by their watch, when they are due to play. 


Scoreboard - make it big enough for everyone to see without crowding the scorer out.


Give the umpires free refreshments etc, they deserve it. If Ron takes enough money, after deducting the  cost of umpires food, you may sometimes get a bit of cash back. 


Ensure sufficient bins around and that they are used. Arrange for someone to go around tidying up during the day; if tidy it might stay that way.


If you are the organiser, do that and nothing else. Don’t be tempted to umpire a game or look after a team that is playing. 


The Aftermath


Finances - Pay St John Ambulance, S&ABC for pitch, £3 per team to National Organisers. Beware, up to now the National Organisers have been separate for Girls and Boys and have needed two cheque’s. Just pay £3 for every team that took part. Keep the £10 for any teams that withdrew after having paid as a fine for the hassle they caused you. Put together a set of accounts for the event.


Post Mortem - Have a meeting to discuss what went right, what went wrong - and amend the checklist!  











Dave Siddorn		August 2001


