
Women at the Game Toolkit 

Planning a Women at the Game Event
The following flowcharts show the typical process for planning and delivering a Women at the Game 
(WatG) event. The bracketed reference numbers relate to more detailed guidance, which is in the 
main body of this toolkit. A checklist is available at the end of the document to help in the planning 
process. 

Pre-event planning
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MATCHDAY
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The following guidance has been developed to help individuals, clubs or supporters' 
groups to host Women at the Game (WatG) events. It is split into three sections, 

• general information applicable to all events, 
• specific advice for clubs and 
• additional advice for supporters' groups. 

We think that it is ideal to ask your current female fans to be involved in both 
planning the day and also welcoming the group and helping them to settle in at the 
ground. 

BASIC FOR ALL GROUPS
1. Pre-event Planning
 1.1. Set up a team

➢ A key role is match day co-ordinator. This is the person who will ensure that 
the day runs smoothly and who is the point of contact, in the case of 
emergencies / changes on the day. It is important to identify this person, as 
soon as possible. 

➢ It is difficult and time consuming for one person to plan and manage the 
event, so try to recruit two or more willing volunteers who can help

➢ If you are organising an event as an individual, we recommend that you 
contact your club or supporters' trust to advise that you are planning to put on 
an event, and to encourage them to support the WatG initiative.  

➢ The team at Women at the Game are here to help you 
(womenatthegame@gmail.com)

 1.2. Date
➢ Choose a home game (make sure it is not likely to be too controversial, e.g. 

perhaps avoid a local derby!) 
➢ Avoid games which have a risk of being rescheduled, e.g. those scheduled for

TV Broadcast.
➢ Think about tying in with International Women’s Day (8th March).
➢ Especially your first event, choose a weekend daytime match, if possible.

 1.3. Notify Women at the Game
➢ If you do decide to hold an event, we would encourage you to let us know as 

soon as you can. We will officially badge your event as Women at the Game 
and supply you with the official WatG logo to use on your publicity and 
materials.

➢ We would be delighted if you want to show your affiliation with Women at the 
Game by using the WATG logo. All we ask is that your event is in keeping 
with the spirit of WATG and will not bring the WATG name into disrepute and 
that you help us to improve our information, by providing feedback at the 
event as to how it went. 

➢ You can order WatG polo shirts to help identify the key contacts for the event. 
Further details are given in section 2.2. of this guide. 

➢ Our team are available by telephone and email to give advice on any specific 
issues you may have. 

➢ Meetings may be able to be arranged, contact us to enquire.
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 1.4. Liaise with the Club
➢ Let the Club know what you are planning
➢ Your club may also be able to help and offer special advantages like team 

sheets, seating in the family designated area.
➢ Explore if they can help you with promotion of the event 

 1.5. Identify the meeting venue
➢ This should not normally be a pub.
➢ Choose somewhere friendly, with plenty of space for women to gather 

together.
➢ Ensure that the venue has good accessibility for less able participants. 
➢ Check the opening hours, transport links, website, friendly area, car parking.
➢ Consider cafes in supermarkets, or office blocks, which are open to the 

public.
➢ In some cases, you may be able to use a room at the Club, Bath City held a 

very successful event, where the participants met at the Club for a reception 
and music prior to the match. 

➢ Ideally, this would be within walking distance of the ground, but if not, then 
consider how the group will travel to the ground – car sharing / public 
transport?

 1.6. Make a courtesy call to the venue
➢ Discuss the proposal with the proprietor before settling on the choice.
➢ This is particularly important if you expect a large number of participants

 1.7. Identify potential participants
➢ In addition to friends and family of existing fans, consider other groups who 

may not currently have a direct link to the Club. 
➢ These could include women who go to slimming classes, gyms, exercise 

classes, mums and toddler groups, scouts, guides, WI, Mother's Union, 
places of worship, hairdressers, spas and nail bars, etc. This is not an 
exhaustive list and you will be able to identify other groups in your area. 

➢ Consider approaching local women's groups

 1.8. Prepare promotional information
➢ We can provide sample posters to help with your design
➢ Consider both hard copy, as well as electronic promotional information
➢ We will provide you with the WatG logo for your artwork / use electronically. 
➢ Ensure that there are no copyright restrictions on images used on your 

promotional material

 1.9. Publicise
➢ It is essential that you promote the event effectively in order that  it is 

successful. 
➢ Use all tools possible, social media including Twitter, Facebook, website, fans 

forums, chat rooms.
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➢ Posters and flyers at matches beforehand.
➢ Use any databases available.
➢ Posters in public places like libraries, public notice boards, newsagents,  

leisure centres, council offices and local shops.
➢ Local press – newspapers, free magazines, community newsletters
➢ Local and community radio and TV e.g. Banbury United FC were invited to 

discuss their event on Radio Oxford
➢ We will also communicate the details of your event via our Facebook and 

twitter accounts and the Women at the Game website, just send us the details

 1.10. Collect names and contact details
➢ Ask participants to give you contact details so that you can send them some 

information in preparation for the event
➢ Exchange contact details in case of any changes to arrangements, including 

mobile phone details for any match day changes. 
➢ Request that the participants inform you of any special requirements, so that 

you can take this into account when planning access to, and seating / 
standing within the ground and the final arrangements for the meeting 
venue. , e.g. 
➢ whether participants want to bring their children to the event, (you need to 

know the ages of the children)
➢ any accessibility requirements
➢ provision for any additional carers
 

 1.11. Prepare pre-meet up information
➢ Send a Welcome email/text, whatever method the individual women prefer.
➢ Try to provide as much information as possible, before the day! This is where 

your knowledge as an existing fan is important, there may be many things 
that you just do as part of your match day routine, but try to consider the day 
as a new fan.  This may be in the form of an information sheet. The following 
are some of the more obvious considerations, but there may be others unique
to your ground / club.
➢ The price of admission (including concessionary prices)
➢ Can they pay by credit / debit card? 
➢ What refreshments are available at the ground and what can be taken into 

the ground with them.
➢ Clothing – make sure they know to wrap up in layers.
➢ Sunglasses or baseball cap, even in winter.
➢ Seating – should they consider bringing a cushion? 
➢ A basic idea of what women could expect. At many games you are likely to

hear bad language, there could be crowds (or  not, in the case of non-
league), your club may be particularly family orientated, your facilities may 
be basic or luxurious - manage their expectations. 

➢ Find out where women are travelling from and maybe co-ordinate sharing of 
journeys.

➢ Provide details of the meeting venue, including possible transport options.
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➢ Provide an outline of approximate times, i.e. meeting up, leaving for the 
ground and the end of the match. 

➢ Feedback is very important both when you are planning your next event and 
also for the WatG. Tell the participants they’ll be asked to complete a 
feedback form afterwards and explain how important this is, and encourage 
responses.

 1.12. Send pre-meet up information
➢ As well as the information in 1.11, also provide contact details (see 1.14)

 1.13. Identify volunteers needed for match day
➢ Dependent upon how many women will be attending and whether some may 

be going directly to the ground, you may need additional volunteers to help to 
welcome the new fans to the ground. 

 1.14. Identify the main contact for match day
➢ It is vitally important for all women attending the event to have at least one 

person to contact by telephone on the day, as emails might not get through if 
there is a very last minute hitch.

➢ Ensure you have the women’s contact details too, there may be a change for 
you. 

➢ Ensure you have a club contact too (maybe the SLO if there is one) and 
ensure they have your contact as well.

2. Match Day
Initial Meeting
Feedback from events, so far, has stressed the importance of a relaxed meeting 
point before going to the ground.
 2.1. Ensure you are at the meeting venue early, before the women are due to 

arrive

 2.2. Have some way of identifying yourself. 
➢ Wear the Women at the Game exclusive polo shirt. These are available to 

buy in a range of women's sizes for £15 plus postage and packaging (£3). 
Please allow two weeks for delivery.

➢ Display a WatG sign on the table, and let the staff know who you are. 

 2.3. Allow sufficient time for the group to be able to talk and get to know each 
other before leaving for the ground, (enough time for tea and a cake?).

 2.4. Leave sufficient time to walk / travel to the ground
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 2.5. Arrival
➢ It is best practice, for at least the first match, to enter the ground together, as 

some women may never have been to the stadium before and will need help.
➢ Show the process for negotiating the turnstile 
➢ Stick together during the match but share knowledge of the ground.
➢ Know where the designated seating or standing area is.
➢ Know where the toilets are (and which are better and which to avoid).
➢ Know which areas are likely to be the noisiest or to avoid!
➢ Know where the refreshment areas are and what is the best time to buy 

from them.
➢ Provide match day information
➢ Get a team sheet from the club, so that the women can identify the players
➢ Let the women know something about the individual players from the home 

team and something about the positional play, i.e. Number 1 is the 
goalkeeper, or if the team have squad numbers, explain which players are 
defenders, forwards, keepers.

➢ Not all women will want to buy a programme, consider buying one to share 
during the match.

 2.6. Leaving the game
➢ Try to leave the ground together if possible. 
➢ Distribute pre-prepared feedback forms before people leave, especially if 

anyone has to leave before full time. Offer to send the form electronically to 
any women, if they prefer that approach.  

 2.7. Manage onwards travel 
➢ Try to co-ordinate home journeys, maybe people could walk together or if 

someone has driven, they could offer lifts, at least part of the way.
➢ Use the information you have gathered pre-match to make going home as 

comfortable as possible, avoiding noisy crowds.
➢ If some want to stop en route, help to facilitate a handy place to stop and 

chat.

 2.8. Collect feedback
➢ Feedback questionnaires don’t have to be long – you just want to get a sense

of how the day went and what you can improve in the future. (A WatG 
suggested template is part of this toolkit, this can be tailored to suit your own 
needs). 

➢ There is also provision to comment on the information that we provide to you.
➢  You don’t have to use the form but we do require that you provide feedback 

as part of the conditions regarding using the WatG logo. If you have any 
suggestions, ideas, comments particularly from experiences, please do let us 
know so that we can develop and improve our materials to help other 
women’s groups.
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3. CLUB ADD-ONS
 3.1. Additional assistance from the Club

➢ If you’re reading this and are representing a club, you might want to consider 
putting on some additional offers and attractions to welcome the new fans:
➢ Designated steward
➢ Specific area where the group can watch together
➢ Team sheets
➢ Non general toilet access

4. SUPPORTERS' GROUP ADD-ONS

 4.1. Additional assistance from Supporters' Groups
➢ If you’re from a supporters’ group, you might want to consider making the 

ground a more welcoming place and offering:
➢ Membership application forms available for all and information about your 

organisation
➢ A woman committee/board member to accompany the group

We hope this toolkit helps you to plan a successful event, we’re very happy to 
answer any questions or offer any additional guidance  – just email us at  
womenatthegame@gmail.com.

A summary checklist is included to help manage the planning. 

This toolkit is a work in progress. In the same way that you should seek feedback 
from your events, WatG also needs feedback to help us to develop the advice that 
we offer to groups, such as improving this toolkit. It would be great if you could let us 
have access to your completed feedback forms, or a summary of the key points 
arising from the feedback or your experiences of organising the events. What 
additional support would you like us to provide? 

Please let us have as copies of your materials, if possible, as it is vitally important for
us to help other groups and to make Women at the Game events run as smoothly as
possible. We would welcome your permission to use your materials as examples for 
future events. Also, if you have any photographs of the event showing the women 
having fun and enjoying the game and being together as a group, please could let us
have copies. (with the permission of those in the photographs). These would be of 
great benefit to us in developing publicity material for WatG or when we are asked 
for information from the media and others. 

Women at the Game is a not for profit, voluntary organisation, which is run by 
volunteers and relies on donations to cover any operating costs and expenses. 
Following your event, we would be grateful if you could consider making a small 
donation, however modest, thank you. 

Good luck!
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EVENT PLANNING CHECKLIST
This checklist has been developed to help individuals, clubs or supporters' groups to host Women at 
the Game (WatG) events. Further detailed guidance is provided in the supporting document. 

PRE-EVENT PLANNING

Task Responsibility Due Date Date
Completed

Guidance Ref. 

Identify a key co-ordinator and other 
people to manage the event

1.1

Choose a date for your event 1.2

Agree the date with the club 1.4 / 3.1

Identify a venue for the pre-game 
meet up

1.5

Courtesy call to the venue 1.6

Promote the event, obtain and use the
WatG logo

1.8 / 1.9

Order WatG polo shirt(s) 1.3

Identify women who are planning to 
attend

1.7 / 1.10

Send out pre-game information 1.11 / 1.12/
1.14

Identify any volunteers needed to help
with the event

1.13

MATCHDAY PLANNING

Task Responsibility Due Date Date
Completed

Guidance Ref. 

Logistics for the pre-game meeting 2.1 / 2.2 / 2.3

Travel arrangements to the ground 2.4

Logistics within the ground 2.5

Information provided to the women to 
help with the enjoyment and 
understanding of the game

2.6

Logistics for leaving the ground and 
on-ward travel.

2.7 / 2.9

Before they leave, seek feedback 
from the women who attended 

2.8

POST EVENT TASKS

Task Responsibility Due Date Date Completed

Provide feedback, copy materials, 
photographs and any other relevant 
information to Women at the Game

Consider making a donation to 
Women at the Game

Page 9 of 9 Rev:  4


