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Welcome 
 

The purpose of this handbook is to help all involved with the production of National Intercollegiate Rodeo 
Association sanctioned events.  We believe NIRA rodeos are the best in the business and want to help all 
involved create the best possible rodeo for our student athletes and rodeo fans.   
 
This handbook has been revamped over the years with the assistance of past rodeo coaches, arena 
directors, NFR Managers, and CNFR Commissioners.  We believe the very best have put their hearts into 
creating a great handbook together for all of us! 
 
Please review and use this as a tool, or checklist to assist you in your own production.  
 
Sincerely, 
NIRA National Office 
 

 

Guidelines and Timelines for Producing a  NIRA Rodeo 
 

One Year Out- “plan well in advance” 
 

1. Facility 
 

• Negotiate with facility for use (1 year in advance) 
   -Contract with arena and college 

• Agreement with facility:  Check with facility for their policies 
 

2. Hiring of Personnel 
 
“Your hired personnel will make or break your rodeo, the cheapest may not always be 
the best” 
 

• Stock Contractor (Riding Events & Timed Events) 

• Announcer 

• Sound Man/System 

• Timers 

• Pickup men 

• Bull Fighters 

• Contract Acts 

 
3. Financial Planning 
 
“Create a realistic budget.  If you are going to the work of putting on a great rodeo, 
you will want to make a profit, in addition to paying your bills” 
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Establish Budget- develop a budget listing expenses, as well as, revenue, building in a 
profit margin. 
 
Revenue Sources 

• Tickets 
                           -printing and establish pricing 
                           -advanced sales 
                           -on-site sales 
                           -complimentary 

• Arena Signage 
   Banners 

       Chute gates 

• Program- selling advertising space in rodeo program 

• Investigate partnering with outside groups (Kiwanis, Exchange Clubs, 
Rotary, or any other civic organization) to assist with work load and profit 
sharing. 

• Buckle sponsors/sales 

• Other creative marketing strategies 
 

4. Advertising/Promotion 
 

“Creating campus and community awareness will sell tickets” 
 

• Meet with and develop relationship w/journalism/communications department or 
sports information officer  

• Meet with local and regional media (Newspaper/Television/Radio/Social Media).  
Invite them to a practice or inform them of a human-interest feature story of one 
of the team members. 

• Develop an advertising campaign – consider utilizing a student communications 
major to create a social media campaign; creating a timeline for all postings.  Use 
team practice photos, team event photos, schedule of rodeo, etc.  Also, use 
traditional advertising campaigns to include posters, direct mailings, PSA with TV 
and radio stations, attend local elementary school and give away free tickets, 
smother your community with posters, sell local merchants discount tickets to 
give away to their customers, establish advanced ticket sales.  

• Provide the media with pictures, press release and a post or Final story with the 
rodeos results. 

• Rodeo week Pep Rally on Campus or sell tickets to a BBQ inviting the 
community to meet “The Rodeo Team”. 

• Involve student club and other athletic teams to participate in a calf-dressing 
contest, or other events 

• Involve your community by having your college’s President challenge the City’s 
Mayor to a cow-milking contest, or other event 

• Involve your rodeo alumni or booster club to coordinate a team roping in your 
rodeo performance, or similar events 
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5. NIRA Rodeo Approval 
 
“The National Office and staff are only a phone call away and are always willing to 
help” 
 

• Fall rodeos must be submitted to Faculty/Student Director no later than the last 
day of the NIRA Summer Board meeting. 

• Spring Rodeos must be submitted to the Faculty/Student director no later than 
the last day of the NIRA Winter Board meeting. 

• NIRA approval: submitted to the NIRA office no later than 30 days prior to the 
first performance of the rodeo.  Submit with insurance order form and check, 
ground rules, signatures, and any other supplementary information.  If possible 
do well ahead of time so the national office has time to notify you of any missing 
materials.  Also, confirm with your stock contractors that their memberships are 
current with the national office.  

• Request rodeo judges to your Faculty Director prior to the Summer and Winter 
NIRA Board Meeting.                  

                 
 

6 months out-  
 

• Designate jobs; if using production team, volunteers, or student labor force, make 
sure to have meetings and confirm tasks are being completed. 

• Actively engage in generating funds 

• Plan and order awards 

• Coordinate insurance:  Check with the facility as to needs and insurance 
requirements and NIRA approvals.  If you are not purchasing insurance through 
the NIRA, make sure the NIRA is listed as an additional insured on your 
insurance certificate. 

• Plan advertising and marketing strategy  

• Order tickets to be available for advance sales 

• Contact Ambulance Service 

• Contact Veterinarian (to be on hand or available within an hour of an emergency) 

• Contact Port-a-potties (if applicable)  

• Clean-up crew: (contact 6 months then confirms 30 days and 1 week). 

•  Program sellers:(contact 6 months then 30 days and 1 week prior to event). 

• Judges and Secretary lodging arrangements 
 

 
30 days out- “It’s crunch time” 

• Implement media/marketing plan (Social media/newspaper articles/radio and TV 
promotional appearances/press releases/print and hang posters in community) 

• Confirm Ambulance – On SITE! 
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• Confirm Veterinarian Service 

• Confirm Port-a-potties  

• Dust Control (Water truck –if needed) 

• Security:  Contact local police/sheriff  

• Credentials for staff/contestants  

• Concessions and Vendors 

• Injured Animal Conveyance 

• Key equipment needs 

• National Anthem singers 

• Identify and contact key Production Staff: 
                                               Arena Director                

                                                     Chute Bosses                
                                                     Timers 

 

 
Rodeo Week- “Pay attention to Details” 
 

Arena and Facility Readiness 
 

• Arena contact/phone numbers:  

• Sound System: 

• Music:  

• Lighting: 

• Concessions 

•  Grandstands  

• Ticket takers/Ushers: 

• Security: 

• Ambulance 

• Veterinarian 

• Injured animal conveyance- animal care unit/calf & steer sled 

• Check arena conditions: 7 days and then before first performance, then 
prior to each performance. 

• Livestock holding pens 

• Livestock feed order and in place 

• Livestock feeders 

• Contestant Stalls  

•  Contestant Parking  

•  Spectator Parking 

• Ambulance Parking  

• Tractor/operator  

• Decorations/Banners 

• NIRA Corporate Banners, Flags & Announcer Mentions 

• Announcers/Secretaries/Timers area or stand 

• Grand Entry Rehearsals 
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Pre-Rodeo Meetings 
 
     Production staff job assignments 
 

▪ Designee for injured livestock coordination (arena director) 
▪ 2 to open bucking chutes 
▪ Flagger to “start rough” stock 
▪ 1 to “run score” and 1 to communicate with announcer’s stand 
▪ Timed event cattle chute loading crew 
▪ Rough stock loading crew 
▪ 2 to untie calves 
▪ 3 for stripping chute 
▪ 1 to pick up flanks in arena 
▪ Personnel for all entrance and exit gates 
▪ Personnel for all contestant gates 
▪ 1 to open timed event chute 
▪ 2 to tie neck ropes 
▪ 1 to assist with pulling barrier 
▪ 3 or 4 to load cattle 
▪ 3 to set out and pick up barrels 
▪ Goat crew/holder 
▪ Water for arena  
▪ Tractor & tractor driver 
▪ 1 to be responsible for judges flag horse 
▪ 1 to cool pickup horses 
▪ 1 and horse for victory lap 
▪ Opening plans 
▪ Security 
▪ Secure American Flag and NIRA Corporate flags/ poles 
▪ Timers 
▪ Plan All Production Components  
▪ Event Awards Presentations 

 
Day of or day before- “It’s show time” 
 

o Announcer – Confirm he has all scripts for sponsor announcements, and 
other pertinent information including NIRA Corporate sponsorship “spots” 

o Meet with primary Stock Contractor 
o Meet with clowns and bull fighters 
o Meet with pick-up men 

▪ Discuss hang-up policy in bareback riding and establish protocol–
confirm pick-up men carry ropes.  

▪ Discuss injured animals procedure  
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o Meet with Arena Director 
o Meet with Chute Bosses (riding event and timed event)  
o Meet with production staff 
o Meet with vet/animal care staff 
o Sound check 
o Run timed event cattle and bucking stock through arena 
o Stake barrels, goats and electric eye 
o Put up and check barrier 
o Provide times and location for all production personnel to be in place 
 

Each Day of Rodeo 
o Meet with person in charge of arena preparation – check all equipment 
o Work and water arena 
o Check all stakes and barrel markers are still in place / check barriers and 

cut barrier and breakaway string 
o Make sure all bucking chute gates are easily opened after tractor has 

worked arena 
o Check sound system 
o Pre and post production meeting- ways of improving production 

▪ Coach/production crew 
▪ Announcer 
▪ Stock Contractor 
▪ Sound Man 
▪ Arena Director/Chute Bosses 

 
  
 

Post Rodeo windup 
• Clean up facilities 

• Thank your sponsors in a timely manner 

• NIRA  Final reports 

• Paying of bills 

• Provide media with rodeo results and with action shot or of the champions as 
soon as available. 

• Self evaluation of rodeo- critique and write down areas which were weak and 
need improvement to be used the following year. 

 
Animal Welfare  
Injured Animal plans: Part of the pre-rodeo plans consist of who will act as spokesman 
in the event of animal injuries or death and all rodeo personnel involved with the rodeo 
production should know who this person is.  The designated person is the only one who 
should answer question from the media concerning the immediate and ongoing welfare 
of the animal(s) involved.  If a veterinarian is onsite, his diagnosis and direction should 
be the obvious choice; however if a veterinarian is not “on-site”, plans should be in 
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place as to who will answer such questions, whether it be the Faculty Director, Stock 
Contractor or Arena Director. 
 
All comments need to be limited to facts and not speculation.  Recognize that injuries do 
happen and that the NIRA makes all efforts to prevent them, including trained personnel 
to attend to injured animals. 
 
Remove injured animals from arena:  Personnel need to be identified as to specific 
areas of responsibility. A means of removing injured animals (a designated, easily 
accessible truck and trailer) from the arena to a predetermined location for medical 
attention. 
 
Timed event cattle:  Calves and steers can be carried out of the arena by using a panel 
(covered with a tarp or plywood).  These animals need to be restrained by tying legs 
before moving on to transport conveyance, and so that it is not struggling to get up. 
 
Bucking Stock:  The size and weight of horse and bulls requires a system of greater 
strength and size. Pick up men and “out-gate” persons should be aware of a potentially 
injured animal and escorted out if it is close to an exit gate and able to move on its own.  
Such is not always the case.  Animals unable to accomplish this need to be restrained 
in a manner that will limit the risk of injuring themselves further.  Animals needing to be 
transported from the arena need to be restrained in a similar manner to timed event 
cattle, whether it is tying them down by the legs or, ideally, by a veterinarian 
administering sedation.  All effort needs to be made to remove the animal immediately 
from the arena.  Even the largest horse or bull can be moved onto a panel and secured 
by enough contestants and pick-up men and ideally transported out of the arena to the 
awaiting predetermined trailer.  If it is not possible to carry the animal from the arena, 
personnel should be ready to bring the trailer into the arena.  Transport equipment can 
range from panels to sleds to a lift system (front end loader equipped with a panel); 
however under NO circumstances should an animal be dragged from the arena!  
The rodeo announcer needs to be included to inform the audience, his comments need 
to be limited and conducive to the professional manner in which the situation is being 
handled.   
 

Animal Abuse 
The NIRA has rules and policies to address the issue of animal abuse.  It is an issue 
that should be recognized by the entire membership. Ultimately, it is the responsibility of 
the directors, judges and host school to ensure the NIRA’s rules are enforced.  Animal 
abuse by anyone (contestants, stock contractors or rodeo personnel) will not be 
tolerated. Those in violation will be fined monetarily for the first infraction with a 
substantial increase for the second.  Third and fourth time offenders will be disqualified 
and membership revoked, respectively.  All questions concerning animal abuse are to 
be addressed by the NIRA.  The National Office, in cooperation with the hosting 
institution, will provide the Media with a press release and/or interviews.  Do not permit 
an interview with the Media but refer them to the National Office to avoid being taken 
out of context.   
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Injured Athletes and Fatalities 
College Rodeo, like any other intercollegiate sport, is aware of the apparent danger 
contestants are exposed to while competing. Per NIRA rule, an ambulance is required 
to be on-site at all NIRA performances and slacks. It is the responsibility of the hosting 
institution to make arrangements for such services and to make sure it has arrived 
before any activities can commence. 
 
It is the responsibility of the hosting school to minimize the obvious risks to the 
contestant, such as ensuring that the arena footing is secure, in addition to a final 
checklist to make sure that the arena is not substandard.  Arena personnel such as pick 
up men and bullfighters should be selected on their ability rather than their fee or 
popularity. In the event of major injuries or fatalities, the Faculty Directors plays a vital 
role.  The Faculty Director, along with the student’s coach, needs to control all aspects 
of such a horrific incident.  The Faculty Director needs to immediately contact the NIRA 
Commissioner and the Administration of the hosting institution. The coach’s first 
obligation is to the student. He is the contact (in the parent’s absence) to the attending 
physician who will contact the family according to the physician’s instruction.  In the 
event of a fatality, contacting the family with the announcement must be given with 
compassion and be plain and direct with only brief details of the accident.  Be as 
accurate as possible. 
 
 

Animal Activist plans 
Generate a plan well before the rodeo to accommodate interested groups.  Work with 
the city and security crews to ensure that the parties interested in protesting have a 
license to do so and are to city codes (i.e. location for protest).  Also alert local law 
enforcement of the activist intentions.  The NIRA is a member of the Animal Welfare 
Council and utilizes their assistance in extreme circumstances.  Contact the NIRA 
national office for further information or assistance.  
 

Evacuation Plan 
Work with the hosting facility to make sure this is in writing and available to the hosting 
institution as well as the crew working the event; including the event staff and rodeo 
personnel. 
 

 

 

 

 

 

For additional information or comments on this guide please contact the NIRA National 
Office at (509) 529-4402.   


