 

This form helps you check that appropriate planning arrangements are in place for your event. 
	Venue location
	
	Date of event
	

	Event title
	
	
	

	Type / description of event 
	

	Your Name
	
	Contact details
	

	Your role
	

	Item


	Notes

	Plan out the work and delegate

	Provide a project timetable working back from the event date breaking down tasks week by week.
	

	Assess what roles are needed and draw up an organisational management structure
	

	Establish a core planning team to organise the event with roles and responsibilities
	

	Undertake a skills audit of the team and allocate tasks that are manageable
	

	Ensure everyone understands their role and responsibilities
	

	Hold regular meetings with an agenda and take minutes of meetings.
	

	Practical considerations – Health and Safety

	Conduct a risk assessment
	

	Develop an events management plan
	

	Conduct a medical assessment to determine medical provision and appoint a medical provider
	

	Assess your audience characteristics 
	

	Develop a Crowd Management Plan
	

	Engage a Stewarding Company
	

	Practical considerations  

	Transport – how will people get to the event? Details of public transport and parking.
	

	Access – Access for vehicles, attendees, people with disabilities and other access needs
	

	Children’s activities – Be clear if you are providing care for unsupervised children or whether they need to be accompanied by an adult. Provided details of what activities are available.
	

	Photography – Photographing and filming the event? Erect signs informing people they might be photographed. Parental consent required if photographing children.
	

	Insurance – Public Liability Insurance, Cancellation and Abandonment Insurance, Employers Liability Insurance, Equipment insurance? Check which cover you need.
	

	Bookings, permissions and licenses

	Venue booked and confirmed?
	

	What infrastructure and equipment is needed?
	

	What licenses are needed? Premises License? Temporary Event Notice? Street Collection? Road Closures?
	

	Budget

	Start with a budget. Take into account all costs and any revenue that may be generated and do a financial viability study
	

	Record all costs in a spreadsheet
	

	Marketing and Publicity

	Who is your audience? 
	

	Devise a marketing plan. Consider Posters, Leaflets, Banners, Newsletters, Press, Adverts, Journals, Website, Social Media, E-shots, Target Text Messaging, Radio, TV


	

	Plan in detail

	Below are some things you may need to plan for:-

· Where will everybody be on the day? What will each person be responsible for doing? Are all jobs covered? Will all staff be briefed on their roles? Will they be needing catering?
· If your event has loud music are your staff at risk of damage to hearing? Do you have sufficient supply of ear defenders for staff?

· Who will be managing volunteers?

· Have all staff and volunteers been given directions and maps for the venue? Do they know who they need to report to on arrival? What are your expectations of them? Have they a list of Dos and Don’ts?

· Do you have an ‘event build’ schedule?

· Have all the admin forms/paperwork been printed out e.g. signing out/in sheets for radios, Records for petty cash? Photo consent forms, lost children forms, receipt book, catering vouchers, supplier risk assessments and insurance details, event management plan, risk assessments, contingency plans, stewarding location maps, licenses etc
· Do you have staff accreditation and passes?

· Which staff will be using 2 way radios? Do they know which channel to use?

· Do all traders have directions, arrival/exit times and passes? Do they know who to meet on arrival?

· What are the on-site vehicle curfews? Who can park on site?

· Do you have separate entrances/exits for vehicles?

· Who is responsible for money on the day? How is this recorded? Who counts the cash and manages the cash in transit from venue to bank?
· Have you arranged cash floats?

· What happens if it rains?

· Who will be clearing up during and after the event?


	

	On the day

	· All staff to arrive early to be prepared for traders/suppliers etc. arriving and setting up?
· Undertake continuous risk assessment throughout the event and record all details?

· Arrange periodic ‘round the table’ meetings with core staff to discuss any concerns/issues

· Take photographs and record any feedback from staff, stallholders, traders and volunteers on how the event can be improved next time

· Appoint someone to deal with complaints

· Manage any lost children

· Check stallholders, welfare staff, medical staff, stewards and volunteers and record any issues.
· Manage lost property

· Manage cash on site
	

	After the event

	· Thank all who took part in your event including staff, volunteers and performers.

· Thank funders and sponsors.

· Debrief on all areas of the event. Involve all staff and encourage feedback. Record what didn’t go well, what did go well and any lessons identified. Make note of any recommendations for improvement
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