


Hosting 5ks & Other Athletic Events
in Winona, MN

We are lucky to live in a town blessed with natural beauty and a plethora of activities and fun things to do. When planning athletic events, it can be challenging to know where to start or who to contact. Here are some steps to take to help avoid schedule conflicts and overlapping use of community resources as best as possible so that all organizations can host successful events.

This handbook is meant as a guide only, and can be updated upon request. Please send changes or additions to info@livewellwinona.org. Thank you in advance for contributing to the usefulness of this resource. Please email if you have trouble with any of the hyperlinks.
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[bookmark: _Toc381169989]Check the calendar
Winona has so much going on that you'll rarely be able to schedule an event so that it completely avoids overlapping with something else being offered at that time. However, it's helpful to know who your target audience is and try to avoid sharing that pool of people with another similar event, even if that means hosting your event an hour or two later. Some calendars to check include:
· Live Well Winona community calendar, race calendar, and ongoing classes, exhibits & groups
· Visit Winona
· United Way
· Chamber of Commerce
· Winona Area Public Schools school calendar and athletic calendar
· Winona Area Catholic Schools
· Hope Lutheran High School
· Saint Mary's University
· Winona State University 

[bookmark: _Toc381169990]Reserve the right resources & equipment
[bookmark: _Toc381169991]Street closure
· Street closure requests can be made by submitting a letter to the Winona City Council. This can be emailed to Monica Hennessy Mohan at mhmohan@ci.winona.mn.us. Include all relevant information to help the City Council make a decision, such as date and time, street closure location, type of event, etc. 
[bookmark: _Toc381169992]Facility & equipment rentals
· Any City facilities such as the Lake Winona Bike Path, Lake Lodge, pavilions, lodges, shelters, gazebos, fields, etc. can be rented through Winona Park & Recreation. 
· Barricades and road cones can be requested through the Street Department at 507-457-8276, or can be included in your request to the City.
[bookmark: _Toc381169993]Police & ambulance
· Police reserves, if available, can be requested through Police Chief Paul Bostrack at 507-457-6201.
· An ambulance, if available, can be requested through the Winona Area Ambulance Service at 507-452-5351. An on-duty ambulance will then stay at your event unless they need to respond to an emergency in the community. 
· [bookmark: _GoBack]Winona Ambulance also has a bike team that can ride through events and interact more easily. Each bike will have all necessary equipment and medications. Two EMT's will be at each event. Contact Kyle Rogers at biketeam@winonaambulance.com or call 608-797-4344.	
· Winona Fire Department, if available, can be requested through Fire Chief Curt Bittle at 507-457-8266.
[bookmark: _Toc381169994]Dive & rescue
· Winona County Dive Rescue Team, if available, can provide support for water activities. Contact Brian Brueck brian@buercks.com.
[bookmark: _Toc381169995]Timing
If you are hosting an event that requires timing, equipment can be rented from:
· Winona Nordic Timing. Contact Tom Brandt for availability and pricing of chip timing (gun start, chip finish) tbrandt@hbci.com. 
· Bill Baker has a manual Chronomix timing system (bibs with pull tags will also be needed), 2 sided clock, and scaffolding for your finish line. 507-313-1070. Kathy Hovell and Tom Slagge may volunteer to run the timing equipment if they are available. khovell@hbci.com
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· AJ’s Sound & Light Show 507-454-3769
· Jim Trouten 608-642-1870 jtrouten@yahoo.com (sound system only)
· Rip-Roaring Entertainment 507-458 7485 http://www.rip-roaringent.com/
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· First Place Trophies & Awards 507-454-1299 www.jdsindustries.com 
[bookmark: _Toc381169998]Garbage & recycling
· Contact Winona County Recycling for events that will have a lot of recyclables. Anne Morse 507-457-6468.
· Miller Scrap 507-452-2067, for large events requiring a dumpster.
· Red Box 507-452-8242, for large events requiring a dumpster.
[bookmark: _Toc381169999]Restrooms
· Kimo’s Pumping 507-452-4488, if you are hosting a large event that does not have public restrooms available.
[bookmark: _Toc381170000]Permits
· Food vendor permit may be needed. Contact Jodie Burke at Winona County 507-457-6461.
· Beer/alcohol permits can be requested through the Winona County Auditor-Treasurer’s office 507-457-8830. 

[bookmark: _Toc381170001]Registration & race bibs
· Online registration for your event can be set up through many websites, including www.active.com or http://www.racesonline.com. If you are working with a non-profit or other organization you may be able to set up registration and payment directly through their website and accept payment using Paypal. 
· Live Well Winona can manage registrations for a fee, by creating a custom online registration form and collecting payment by cash, credit card, or check for your event. info@livewellwinona.org. 
· Road ID sponsors events by providing bibs, gift certificates, and brochures for race packets – you just pay for shipping. 

[bookmark: _Toc381170002]Risk Management
In an effort to manage the risk of an event involving physical activity, and to protect your organization and all involved parties as much as possible, you should consider having participants sign a written agreement that transfers the liability of injuries. This risk management might be in the form of a waiver agreement, assumption of risk, informed consent, or participant agreement. For more information and examples, read Waivers – A How-To Guide.
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Volunteers can make or break an event! Informed and friendly volunteers are helpful to participants and help your event run smoothly. 
· Consider holding a mandatory volunteer meeting so everyone gets the same information. A sample volunteer communication can be found in the appendix. 
· When recruiting volunteers, make sure they know when and where they are supposed to be, where they can park, what they will be doing (you may want to email a written description ahead of time), who to call in case of an emergency, and roughly when they can expect to be done. 
· Volunteer Local is a great free way to list your volunteer shifts. Create your event using that online tool and share the link on Facebook, websites, with Live Well Winona, or by email. 
· If you are hosting an athletic event such as a 5k, your volunteer needs might include but are not limited to the below areas. A sample volunteer shift spreadsheet can be found in the appendix. 
· Packet stuffing
· Packet pick up
· Course marking
· Start line and finish line set up
· Registration
· Food and beverage
· Lead biker
· Follow biker
· Route safety
· Water station(s)
· Mile split reader(s)
· Finish line
· Clean up
· Awards labeling and distribution

[bookmark: _Toc381170004]T-shirts & other promotional products
· Corporate Casuals (507) 452-3304 http://corpcasuals.logomall.com/
· Excel Images (507) 454-2000 http://www.excelimages.com/
· Jay & Dee’s Special T’s (507) 454-0552 http://www.jdspromo.com/
· Off Center Designs (507) 474-7875 http://www.offcenterdesigns.net/
· Quali-Tee (507) 474-0129 http://www.qualiteewinona.com/
· Sidecar (507) 205-3868 http://www.sidecar.net/products.html
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Effectively marketing your event is crucial to the success of your event. 
· Social media
· Local media – send press releases to
· Winona Post winpost@winonapost.com
· Winona Daily News news@winonadailynews.com
· Winona Radio psa@winonaradio.com
· HBC publicservice@hbci.com
· Contact Pam Simon for free radio interviews pam@winonaradio.com 
· Winona State University
· advertise in the Winonan
· reserve a table in the lower hyphen of Kryzsko Commons (based on event or organization, a rental fee may be required). Contact Stephanie Smidt ssmidt@winona.edu or (507) 457-5313. 
· if you are working with a WSU student group you can contact Andrea Mikkelson for flyer distribution on campus, and community advertising such as press releases and radio interviews amikkelsen@winona.edu. 
· Live Well Winona – send press release and/or flyer to info@livewellwinona.org 
· social media & website posts
· community calendar & race calendar 
· Online community calendars.
· Packet stuffing - if you are hosting a race, you might contact races being held before your event and ask about putting your flyer in their packets. For a list of area races visit the Live Well Winona race calendar. 
· Mankato Avenue banner (30 inches x 30 feet max, vinyl). Submit request letter along with sketch or drawing of the banner to the City Council at least 2 weeks prior to the requested posting date, and no more than 6 months prior to the event. Letter can be emailed to Monica Hennessy Mohan with request to be included in City Council agenda mhmohan@ci.winona.mn.us. Banners can stay up for 2 weeks. Deliver approved banner to the Public Works Office in City Hall at least 5 business days prior to approved posting date. 
· 2 signs at Windom Park and 1 at Huff/Highway 61 (4x8 plywood, 3x6 vinyl, or 4x6 vinyl). Same instructions as above. 
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[bookmark: _Toc381170007]Sample Volunteer Shifts


	Volunteer Need
	Name
	Phone
	Email
	Shirt Size

	Packet Pick Up Thursday - 12:00pm-6:00pm
	 
	 
	 
	 

	Packet Pick Up Friday - 7:00am-1:00pm
	 
	 
	 
	 

	Set Up Friday - 3:00-5:00pm
	 
	 
	 
	 

	Course Marking Race Day - 7:30am-8:00am
	 
	 
	 
	 

	Packet Pick Up Race Day - 8:00am-9:00am
	 
	 
	
	 

	Parking Attendant Bridge - 7:30am-11:00am
	 
	 
	
	 

	Parking Attendant Lot - 7:30am-9:00am
	 
	 
	
	 

	Lead Biker - 8:45am-9:30am
	 
	 
	
	 

	Follow Biker - 9:00am-10:30am
	 
	 
	
	 

	Route Safety 1 - 8:15am-10:30am
	 
	 
	
	 

	Route Safety 2 - 8:15am-10:30am
	 
	 
	
	 

	Route Safety 3 - 8:15am-10:30am
	 
	 
	
	 

	Route Safety 4 - 8:15am-10:30am
	 
	 
	
	 

	Mile Marker 1 - 9:00am-11:00am
	 
	 
	
	 

	Mile Marker 2 - 9:00am-11:00am
	 
	 
	
	 

	Announcer - 9:00am-11:00am
	 
	 
	
	 

	Water Station - 8:30am-11:00am
	 
	 
	
	 

	Food and Beverage Table - 9:00am-10:00am
	 
	 
	
	 

	Med Team - 9:00am-11:00am
	 
	 
	
	 

	Finish Line Chute - 9:00-11:00am
	 
	 
	
	 

	Finish Line Collect Bibs - 9:00-11:00am
	
	 
	
	 

	Finish Line Help / Runner - 9:00-11:00am
	 
	 
	 
	 

	Clean Up - 11:00am-12:00pm
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Welcome to the Mud Run Volunteer Team!
“It’s a dirty job…but someone’s gotta do it!”

Your Volunteer Mission:
Mud Run – Saturday, September 7
Time: 
· Parking volunteer meeting starts at 7:15am at the barn. Park on site. 
· All other volunteers please park at Cedar Valley Golf Course 25019 County Road 9, Winona, MN 55987 (cars will be available to shuttle people). Meeting starts at 8:00am by the barn, and you will be directed to your post!

Location:
· XXXXX County Road 16, Winona, MN. Look for the signs!

Volunteer Mission Description:
· On race day you will receive a volunteer t-shirt. Please wear it so participants can easily recognize you! Plan to be loud and energetic as you cheer on the muddy participants!
· Be on time on race day so we are organized and have everyone where they need to be at race time!
· Help guide participants at each obstacle and at the finish line. If a participant refuses to do an obstacle, be encouraging and suggest they go around it. 
· Watch out for any injuries during obstacles or on the run; mud means slippery so we need to be vigilant and prepared to call or run for help if need be.
· Be aware of our “green initiative” and recycle if possible. 
· Guide participants to get medical care as necessary.
· Help keep spectators out of the finish chute and off the course nearby.
· Cheer! Cheer! Cheer! Give encouragement to all participants and answer any questions!

Phone Numbers: 
* There is limited cell service in the area, but save these numbers just in case! *
Jessie Winkle # XXX-XXX-XXXX			
Cynthia Kamowski # XXX-XXX-XXXX
Lisa Kendle - Medical Emergency # XXX-XXX-XXXX

Don’t Forget Your:
Noisemakers				Sunscreen		Comfortable Shoes
Cell Phone				Smile 			Sunglasses
Extra clothing (sweatshirt, rain coat, shoes in case you get wet/muddy, etc)		

Thank You for making the Mud Run a success!
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