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This guide has been produced to provide Secretaries of Badminton England circuit tournaments with the additional information they require to run a successful event.

Should there be any matter on which further clarification or advice is required; Tournament Organisers are requested to contact the Competition Team. 
A complete list of useful contacts is included in these appendices. 
Please note details and hints on how to do a draw can be found in the Master Regulations For Tournaments which can be downloaded from the Badminton England website (under the On Court page) 

Competition Regulations and FAQs | Badminton England
INTRODUCTION
Badminton England are proud of the voluntary workforce without whom we would not be able to have developed the game to be the most popular racket sport in the country.

To achieve their performance objectives Badminton England needs to ensure that we not only have the best players in the World but also provide a quality competition programme across the country, which will encourage participation and build a larger pool of players. 

This guide provides you with a step-by-step guide to enable you to run or take part in the organisation/administration of an event which is ‘fit for purpose’. It will help to deliver our objectives and provide people with the skills to become World Class Tournament Administrators. 

Experience shows that well run tournaments encourage regular and increased participation and provide a high level of satisfaction to both the participants and the organisers. 

Those offering support come from very different backgrounds and bring with them their individual experience and expertise. The aim of this resource is to build on existing knowledge, skills and experience. 
This guide is also intended for use by those people who may never have run such an event before.

To that end we have tried to include as much information as we can, to act both as a checklist for experienced organisers and a record sheet for those with little or no experience.

Many of the skills will also help you in your day-to-day life and we hope that you too will enjoy and benefit from the experience that tournament organisation will give you.
We do not expect you to work in isolation and Badminton England is committed to ensuring that volunteers are valued and supported, by providing a network of more experienced administrators who will act as mentors. 

Thank you in anticipation for giving up your time to play a key part in enabling many people to participate and progress on the player pathway and experience and enjoy our sport.
SETTING UP YOUR EVENT: Actions Required

· Consider which circuit you are running, and the format required for that circuit.
· Choose a date(s) and set a suitable opening and closing date.
· Find a suitable hall and determine its availability and cost.
· Seek sanction from your county association in the first instance and then Badminton England Competition Team.
· Book the hall.
· Ensure T&C’s advertised on Tournament Software are the correct version for the season.

· Develop an appropriate strategy to promote & advertise the event.

· Calculate necessary entry fees.
Confirm the Format of the Event
Examples:

	Type
	Format
	Discipline

	County or regional
	Knock out
	Singles

	Local
	Grouped
	Level Doubles

	Club or school
	Graded
	Mixed

	Gold, Silver, Bronze, Tier 4
	Handicapped
	

	Tier 5
	Best of 3
	

	Other
	One game to x points
	


The table above is not intended to be an exhaustive list but merely gives examples of the different kinds of format that could be utilised in all events (including events catering for athletes with disabilities).
The eventual format is determined by the type of event you are running but any Badminton England sanctioned circuit must follow the regulations and can be found on the Circuit TCs Grid. If you are taking over an event from someone else their advice will almost certainly be invaluable (continuity is better than change for its own sake) but if you are contemplating a completely new event, some local research is recommended.
Choose a Date for the Event
Consult in the first instance with your County Badminton Association and then others if required:
· County Badminton Association

· Local Badminton Association/Community Badminton Network (CBN)/ Other appropriate body
· Badminton England (Competition Team)
· Performance Centre (PC)
· Regional Officer (RO)

· Schools, PE Dept’s and Schools Games Organisers (SGO)
The purpose of any consultation is to avoid over-committing players and calendar clashes which will affect the viability of your tournament.

Seek Sanction from the Appropriate Body

Sanction* (i.e. permission to proceed) should be sought from one or more of the following, depending on type and location of event. Failure to seek sanction could mean your event is not suitably insured. 
* See General Regulations for Tournaments regulation 4
It is essential that at the start of your process you consult with your County Badminton Association, as the process is not automatic, and refusal could be embarrassing and expensive. Also, your entry could suffer if you choose an inappropriate date.

· County Badminton Association - county events

· School (PE Department / Headteacher)

· PC’s/Club committee - Club events

· CBN’s/League committee - Internal league events
· Badminton England Competition Team 

Deciding the closing date for entries

Badminton England Tournament Regulations recommend that for a sanctioned event the closing date should be at least 3 weeks prior to the first day of the event. This may, however, vary according to circumstances. A local league event may require less than 3 weeks notice and a school or club event may require as little as 24 hours notice.  

The key is to allow sufficient time to administer the tournament. Distribution of entry forms is linked to the above and this should occur at least one month prior to the closing date.  If using Tournament Software this is not necessary as entries are all done online.
Be aware that sending out paperwork too early can lead to it being set to one side and overlooked. 

Once the closing date is decided, make sure that this is the same on your Tournament Planner file and on the Tournament Software website page for the tournament. 
Find a Suitable Hall 

Essential




Desirable
Risk Assessment



Spectator space and seating
Enough court hours



Refreshments
Changing Rooms



Power points


Toilets





Adequate parking

First Aid Provision



PA system

Suitable lighting




Suitable floor





Fit for standard of play



Suitably sited table for match control


Acceptable nets




Weighted posts




Book the Hall
· Check suitability of hall and its availability for your chosen date

· Make preliminary booking by phone or e-mail

· If it is a hall you have not used before, visit it and discuss your requirements with the manager. (It can also be helpful to discuss the venue with someone who has played or used it previously)
· Find out about:
· Cleaning arrangements for playing area

· Restrictions to access for spectators or players

· First Aid arrangements 

· Make a note of your discussions and any agreements.

· Carry out a risk assessment

· If everything is to your satisfaction, write and confirm the booking being specific about your agreed requirements.
· Keep a copy of any correspondence from the sports hall, especially the booking form.
The centre may require evidence of limited liability insurance which is provided by Badminton England to all affiliated clubs and organisations. For more information contact membership@badmintonengland.co.uk 
Promote & Advertise Your Event
· Once on the BE Tournament Software web page this should suffice but below indicates other suggestions
· Schools: (Particularly those who have participated in CPNSC)

· PE departments, known badminton contacts, SGO’s, local coaches and parents
· Leisure, Sports, Community Centres


· Local Clubs, PC’s
· CBN’s/Leagues/Other appropriate bodies
· County Badminton Association, County Sports Partnership 
· Regional Officers, and Regional Development Manager (RDM)
· Adjoining Counties

· Websites

· Badminton England Competition Department 

Seek sponsorship, especially locally for 

· The Program
· Adverts on posters or banners at the event

· Use of a firm’s name for a trophy or prize

· Separate sponsorship for individual disciplines

· Shuttle sponsorship (does not apply to BE Circuit Tournaments)
Do not discount the idea of several small sponsors, particularly for the programme.

NB. We recommend that instead of printing programmes Tournaments should publish the draw on the website, as this saves time and money. You will however still have to print a few draw sheets to display for those who do not have access to the web or have not downloaded a copy.

If publishing the draw, the following details should be published on the acceptance letter:
· Your intent to do so

· Website address (NB if published through Tournament Planner it will appear on be.tournamentsoftware.com)
· Date of publication
Calculate the Necessary Entry Fees

Below is a list of some of the factors you will need to consider.

· The cost of the hall agreed at the time of the booking.

· The number of court hours booked.
Estimates of:
· The projected number of entries* (you may need to consult with someone who has run a similar event in your area). * Master Regulations for Tournaments
· Shuttle usage** and its cost. The following variables affect the usage
· Type, speed and standard of shuttles

· Standard and age of players
· Temperature and humidity in hall

· Cost of trophies or prizes.
	Calculate the necessary entry fee

	Cost of the hall (per court hour)
	£
	Number of Court Hours booked
	

	Total Cost of Hall
	£
	(Cost/ct hour x No of court hours)
	

	Estimated number (doz) of shuttles
	
	Cost per dozen
	£

	Total Cost of Shuttles
	£
	Total Cost of Trophies/Prizes
	£

	Postage and printing costs
	£
	Officials Expenses
	£

	Overall costs
	£
	Projected Number of Entries
	

	Cost per entrant per event
	£
	Male Singles
	

	
	
	Female Singles
	

	(Overall cost/total number of entrants)
	
	Mens Doubles
	

	
	
	Ladies Doubles
	

	
	
	Mixed Doubles
	

	
	
	Total Number of Entrants
	

	Please note this cost is the necessary entry fee to break even


· Other Costs (Officials expenses, printing, postage, stationary etc)
NB. Babolat shuttles sold at discounted price through Badminton England. Check with Competition Team for current prices. 
EVENT TEAM
Referee

Responsible for:
· The draw.
· The schedule and necessary alterations due to withdrawals.
· The smooth running of play on the day.
· Liaison with the umpire in charge of umpires on the day.
· The correct implementation of regulations and Laws of Badminton.
· Completion of a tournament Referee’s Report online via Survey Monkey.    
(The referee may delegate the actual process of doing the draw and scheduling of a tournament to another member of the management committee but needs to carefully check the final product.)

A Referee should:
· Had appropriate experience at successfully refereeing or have assisted at a similar level of tournament.
· Have a comprehensive knowledge of the Regulations and Laws of Badminton.
· Be an integral part of the management team.

· Be a decision maker & ensure fair play.
· Be able to interact effectively with coaches, players, parents and umpires on the day. 

· Be a member of the Referees’ Register.
A good referee can make or break an event and it is important that the referee’s appointment is made as soon as is practical, so that they are fully involved with the management of the tournament. If you have difficulty in identifying a suitable referee, you should approach someone who has run a similar tournament for suggestions; your county association, a neighbouring county, RO, RDM or the Badminton England Competition Team. 
If the person identified is not known to you or is someone with whom you have not worked previously, it is important to arrange a meeting to discuss how and when the Referee wants to be involved with the administrative tasks (e.g. the draw). This should be followed up with a written record of the meeting. 

Management, Helpers & Officials

The size of this committee will vary according to the size and nature of the event. At local level it is often perceived to be a one-man job, this must be avoided as it places the individual and tournament at risk. No one person should try to take on all the tasks associated with an event, pre and post tournament. 
Job Titles

· Secretary - Responsible for all tournament administration & acts as the link between the tournament and the player. The Secretary will deal with fees, refunds, answer questions about entries etc. Oversees the general welfare of the volunteers, e.g. mentoring, providing support and creating suitable breaks.

· Assistant Secretary - Will be responsible for any of the tasks allocated by the Tournament Referee/Secretary and should be able to step in and replace the Secretary in an emergency.

· Treasurer - Responsible for the financial arrangements. 

· Match Control- Announces matches, calls players and liaises closely with the Referee to maintain schedule and provides information to players, parents etc. (ideal for Young Officials [YO])

· Recorder - Checks results on match slips with players and enters them on the computer. Updates wall sheets with results at regular intervals. 

· Competitors’ Steward - Locates players when called. Liaises with match control, keeps an eye open for empty courts and sends players to the courts as soon as they become free. (minimum of 1 per 4 courts) (ideal for YO)
· Court Manager - Manages the court(s) on behalf of the Referee, keeping play continuous and ensuring that courts are kept safe and tidy. Ensures that match slips are completed by players and handed in at the end of each match. Liaises closely with Match Control and acts as the eyes and ears of the Referee notifying them of any problems that may arise but always referring any queries on the laws or regulations to the referee. (minimum of 1 per 4 courts) (ideal for YO)

· Safeguarding Officer (can be one of the above)
· COVID-19 – Should be an individual with the sole responsibility of ensuring that regulations regarding COVID-19 are adhered to by players, officials, coaches, spectators and venue staff.

· First-Aider - Check with Sports Hall first.
· Publicity Officer - Information. (ideal for YO)
· Technical Officials e.g. Umpires and Line Judges - may be required for later rounds of the event and occasionally at the request of a player or umpire. If you are aware of a need for Line Judges prior to an event, contact the Line Judges Association.
· Young Officials - tournaments provide training and learning opportunities for students who have completed their Young Officials Award and need to gain 10 hours practical experience. Many YO’s will have no experience of badminton tournaments or events and it will be important to ensure they know what you expect of them and give them clear guidelines and task definitions. It is also important that a member of your management committee is designated to manage their day (act as their mentor), ensuring they are integrated into the team. It is sometimes beneficial to allow them to work in pairs. 

· Ideal tasks are Match Control, Recorder, Competitors’ Steward, Court Manager, shuttle control and scorer. 
The team should:

· Be made up of key workers from the overall squad of workers.
· Ensure that the committee consists of suitable personnel who have the appropriate authority and competency to carry out all key tasks.

· Monitor progress and evaluate the event.

· Assist with decision making and provide support and assistance to the organiser. 

· Have a clear idea or their role and responsibilities.
As each hall presents different problems, the exact make up of an events team will vary and some people may take on more that one task. It is suggested that the minimum number of workers for a four-court hall would be a Referee, Tournament Secretary and at least two others, one of whom would ideally be an Assistant Secretary. One individual may have more than one role on the day and if you attract more volunteers than jobs, please ensure every volunteer has a valued role, even if it means job sharing and creating jobs. 
Beware of conflict of interest (particularly with appointing court manager) as it is not advisable for a parent or coach to score a game in which their child or player is involved. It is recommended that the Welfare Officer is one of the Committee of Management, but this should not be the Referee.
Badminton England train Young Officials and will link successful candidates with Tournament Secretaries. 
RESPONSIBILITIES
Prior to the Event
	Referee

	Agree the number of entries to be accepted in each event
Do the draw & Schedule

Publish draw from Tournament Planner on the Thursday before the event.

	Secretary

	Book Hall and Confirm

Set up Tournament file on Tournament Planner

Produce & distribute entry form if not using TP

Order shuttles of the correct speeds

Organise prizes

Receive paper entries and fees (unless using Tournament Software)
Produce a list of competitors, for seeding, acceptance/rejections & the draw & arrange draw meeting

E-mail out acceptance letter via TP or letter (Note TP settings changes since June 2022)
Prepare match slips but beware of doing them too early

Let helpers know when they are required

Confirm numbers, timings & final requirements with the sports hall

Confirm Umpire requirement with Regional Umpire Co-ordinator

	Management Team

	Agree list of invitees

	Publicity/Sponsorship Officer

	Advertise Event & agree sponsorship terms 

	Seeding group

	Seed accept / reject


Order shuttles of the correct speed
· If it is a venue, you have not used before, seek advice from an experienced player/coach who has used the hall or use the previous year’s referees report to ascertain appropriate quantity and speed.
· Decide the quality and type of shuttle to be used. 
· Order Babolat shuttles through the Sanction Tool when you submit your request for tournament. Remember to give the address and contact details for delivery.
Seeding and Acceptance of Entries 

1. It is the responsibility of the Management team to agree seeding and acceptances. Tournament Planner should be used to rank players based firstly on Grade and then their ranking.
2. If not using Tournament Planner and the players are not known to them it is recommended, they select as follows:
· Use the National Grading List
· Use the ranking lists
· Compare any evidence presented to them by players on entry form or inspect results from earlier events. For local events use local knowledge.
· In some events Badminton England’s Competitions & Events Team will provide advice.
Draw and scheduling 
These tasks are the Referee’s responsibility, but they may delegate them to another member of the Committee of Management. It is possible that this will be done using appropriate tournament software and Badminton England provide tournament software for the use by identified people within affiliated counties. The schedule needs to be completed before the acceptance letter is sent out. Regardless of the method used, the draw and schedule should be scrutinised by the Referee before publication. It is recommended that a manual draw is witnessed by at least one person.
Before play starts
· Arrive at least 30 minutes prior to the earliest book-in time and introduce yourself to the sports hall staff. 

· Check first aid provision and emergency procedures. Make notes of any announcements if required. 

· Check the hall is set up as agreed and check the condition of the courts and nets. If there are any problems, in particular concerning H&S e.g. dirty floor contact the sports hall staff and ask them to remedy the situation. 

· Meet and welcome your team and guide them to their appropriate tasks. 


After the Event

· Thank parents, players and coaches for supporting your event 



    

· Thank sports centre, volunteers and officials verbally and/or in writing


   
· Invite comments from volunteers/parents/players and coaches



    
· If using tournament planner publish results on the Badminton England Tournament Software site  

· Complete and submit the referees report online – Referee Report Link                                                    

· Arrange for the volunteers’ expenses to be paid. 



    

· Arrange a ‘wash up’ meeting of volunteers and team                                       

    

· Notify the sports hall of any problems and if necessary send them a copy of the tournament report. 

· Produce a financial statement for the event and send to the appropriate body. 
               

· If you wish this event to be ongoing, book a date for the following year 
                          

SAFEGUARDING & PROTECTING YOUNG PEOPLE AT EVENTS
Every adult has a legal responsibility for Safeguarding and Protecting Young People. Management Committees of adult events must be aware that they may have children or vulnerable adults attending their events. 

· Badminton England requires all players and attendees at their Tournaments to agree to abide by Badminton England policies and codes of conduct and as such, fully recognise and adhere to the principles of the Badminton England Safeguarding and Protecting Young People Policy. This statement should be included on the entry form.

· Anyone wishing to photograph or video at a tournament must complete the Photography and Video Recording Registration Form before obtaining permission and be given validation. No photographing/videoing of children should be permitted without the permission of the players and/or their guardians.

· We recommend that at Junior Tournaments, players and/or guardians are given the opportunity to opt out by completing the appropriate statement on their acceptance letter and handing it in to the Referee’s desk on their arrival.

· One member of the team (with appropriate training or experience) should be nominated to deal with Safeguarding and Protection Issues. The name of this person should be publicised to players and Badminton England’s procedures are clearly laid out in the “Keeping Kids Safe” leaflet available from Badminton England.  
· A copy of Safeguarding and Protecting Young People Guidelines may be downloaded from the Badminton England website. This document outlines best practice in relation to safeguarding children and includes the Codes of Conduct for Players, Coaches, Officials and Parents.  It is particularly aimed at those who are involved in running badminton for young people.
· Requests from professional photographers should be checked with Badminton England.

FIRST AID PROVISION

It is essential that First Aid is available at all Badminton England circuit tournaments to provide basic care to anyone attending your tournament.  Most public venues will have trained staff and equipment but if this is not the case then you must ensure one person is qualified in administering basic first aid.  A first aid kit should always be available, all members of the tournament committee should know where it is, and someone qualified must be available to administer its contents.

POLICY & GUIDELINES FOR DUTY UMPIRES
(Adopted by the Badminton Umpires Association of England and Badminton England)
Policy

The Badminton Umpires Association of England (BUAofE) firmly believes that it has an important educational role to play, especially with junior players, regarding the Laws of Badminton.  The Association has reaffirmed its decision to appoint ‘Duty Umpires’ (formerly known as Roving Umpires) to JUNIOR EVENTS where requested to do so.  Duty Umpires will assist the Referee and other event officials with this educational role.   

However, the Laws of Badminton do not recognise the concept of a Duty Umpire and give no authority to such an official.  In order to ensure that members of the BUAofE act at all times within the Laws of Badminton, the guidelines below should be followed.

Guidelines
· A minimum of two umpires should be appointed to be on duty at any time during a tournament. Experienced umpires, preferably of Senior County grade or above, should be appointed as Duty Umpires. County grade umpires of suitable experience could be appointed, provided that such umpires are at no time the sole Duty Umpire. A Manager of Umpires will be appointed in the usual way.

· Any member who has another role in connection with the tournament or a player in the tournament e.g. parent, coach, manager etc., may not act as a Duty Umpire at that tournament.

· Duty Umpires will always act under the authority of the Referee, with whom the Manager of Umpires should discuss their duties on arrival taking into account these guidelines.

· A notice should be prominently displayed in the hall and if possible in the programme, to the effect that Duty Umpires are in attendance to give advice and guidance on the Laws of Badminton.

· A Duty Umpire should expect to spend most of their time circulating around the hall watching matches in progress.

· A Duty Umpire shall not directly intervene in any match in progress. The Referee should be informed of any problem and the Referee should either:
· Intervene to counsel the player about their conduct and if the Referee thinks it necessary, appoint an umpire as described in Guideline 7
· Concur with the Duty Umpire’s proposal to discuss the matter with a player after the match
· Decide that no action is necessary

· The Referee may appoint a Duty Umpire to a match either prior to or during play, but it must be the specific decision of the Referee to do so.  The appointment, which should be for the remainder of the match if it is already in progress, may be as umpire or service judge (but not both at the same time). If two Duty Umpires are available it is preferable that they both be appointed, one as umpire and one as service judge. The Referee shall determine the score, server, receiver and service courts before the Umpire takes control of the match.

· One of the main roles of the Duty Umpire is to offer constructive advice on the Laws to players, parents and coaches based on their observations.  Such advice should be given to players as soon as possible after the end of the match in question (bearing in mind that the player needs to be in a receptive frame of mind) and should be in the presence of an adult with responsibility for that player e.g. parent(s), coach, manager etc, or alternatively, the Referee.
Requests for umpires should be made as soon as possible to the appropriate Regional Secretary of the Badminton Umpires Association of England. The BUAofE receive donations to support the cost of supplying umpires to tournaments (recommended £25 per umpire per day). This must be paid by the Organisers (except for Senior Gold, Senior Silver and U19 Gold where it is included as part of the sanction fee). 
PARA-BADMINTON TOURNAMENTS
Para-badminton players compete in singles (men/women), doubles (men/women) and mixed doubles. Players are classified into “Sport Classes” to ensure fairness in competition. In para-badminton there are 7 Sport Classes.
	Group
	Classification Group
	Typical Examples of Impairment Types*

	Wheelchair
	WH1
	Spinal injury causing impairment to upper

· limbs/trunk

· Scoliosis

· Multiple sclerosis

	
	WH2
	Spinal injury causing no impairment to

· upper limbs/trunk

· spina bifida

· Above knee amputation necessitating use of a wheelchair

	Standing
	SL3
	· Single above knee amputation

· Double below knee amputation

· Cerebral palsy

	
	SL4
	· Single below knee amputation

· Cerebral palsy

· Hip dysplasia

· Leg length difference (of minimum 7cm)

	
	SU5
	· Upper limb amputation

· Upper limb deficiency - e.g. brachial plexus injury

	Dwarf
	SS6
	 

· Short stature condition

	Learning Disability
	LD
	· IQ of 75 or lower, who have been identified as having a learning disability by a relevant agency or professional.


*These are given as an example – final classification will be based on a full classification process at an event and may differ to the suggestion in this guide. 

The Para-badminton circuit is made up of Gold (maximum two) and Bronze tournaments. The Gold’s will offer all classifications plus a BWF trained classifier and players must be members of Badminton England.
The bronze tournaments will offer a minimum of two classifications and players do not have to be classified to compete. 

Depending on entry numbers, events may be combined as per the Guide to running Para-Badminton events. 

Classification – In order to compete in the Golds, players need to be eligible to play Para-badminton according to the BWF Criteria as found on their website. This requires players to undergo National Classification prior to the tournament (Friday evening &/or Saturday morning). All players must consent and comply with this assessment process, which will be done in 3 stages and follows the same rules and guidelines as in BWF. 

· Medical and Permission forms 

· Physical Examination

· Observation of Play &/or the completion of Functional Badminton activities

Players can find these forms on the BWF Website under Para-badminton/Classification/Classification Forms - Player Medical Information Form and Player Evaluation Consent Form which includes giving permission to be videoed, which can then be shared within the Classification Team at BWF as required. Both forms must be sent e-mailed to the classifier - classifier@badmintonengland.co.uk
Non-compliance in any part of this process, will results in the player being excluded from this tournament.

Standing & Wheelchair Court Dimensions

The three diagrams show examples of the court markings for different player groups.
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Laws of Badminton – Click here for link
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Court and service court for singles standing classes playing half court                                                  Court area for play     �         Service area   �





Court and service court for doubles badminton wheelchair classes 1 & 2                           Court area for play     �       Service area   �
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Court and service court for singles badminton wheelchair class 3  
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