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How to plan an event guide

Introduction

When planning an event it can seem quite daunting and confusing. This guide is to help you with each step. Although it will seem hard work sometimes, remember it is worth it for the satisfaction and achievement you will feel in pulling the event off.
A tip would be to not only plan in advance; but to also communicate well with each other. This can be done at regular held meetings to plan and collectively discuss the event planning.  These are major keys to organising a successful event which will then help towards a stress free event!
What type of event are you going to organise?
There can be many reasons for organising an event these could 
· To attract more members to your group

· For publicity

· To create or enhance community spirit 

· An opportunity to consult on a specific issue

· Fundraising

Dependant on the reason why you are holding an event will determine what type of an event it will be for example, if you wish to consult with young people this will need to be done after school times ,during school holidays or at a week-end. Activities will also need to be suitable for the age group.
Who is going to help organise?
Contact other local groups, and organisations, it could be you could all work and plan the event together rather than each group etc arranging individual events. Advertise in the local paper, local council community contacts list etc.This will also help with ‘sharing the load’ rather than a few individuals doing all the work.
   Arrange a meeting for all organisers to attend
A number of items will need to be discussed with all attendees at this meeting, so it might be an idea to draw up an agenda. Items to discuss could include:

· Deciding where the event will take place-consider when selecting the venue, accessibility to the venue: for disabled access, bus routes and car parking facilities.

· Is the venue large enough for the amount that you are expecting to attend?

· Who owns the land, is it council owned or privately owned, do you need permission?
· The date and time of the event
· Do you need a license? i.e.: temporary event or alcohol license? These will need to be authorised through Southampton City Council
· Decide on the aim and target audience of event

· If you require gazebo’s, tables, chairs etc, are there any at the venue you can use? Dependant on the amount of stall holders, activities and if they are providing their own gazebos tables and chairs it could be you might have to prepare to borrow some from the local church hall or community centre etc. 
Land ownership
If the land on which you wish to hold your event is Southampton City Council land then you will need to complete and submit an application for permission to use this land. There is a charge for the use of the land, cost is dependant on the type event, but there is a minimum charge of £50. For more information use this link www.southampton.gov.uk/whatson
Even if the land is privately owned it’s still worth letting Southampton City Council’s event department know, they are able to advise you of any other events taking place on the same day ,and can  also advertise the event for you.
License 
You will need a license if you are planning to do any of the following:

· Sell alcohol, this includes if you giving it away with the cost of a ticket, or in exchange for a ‘donation’

· Provide regulated entertainment, such as live music to the public or a section of the public.

· Provide regulated entertainment, such as live music to accumulate a profit, even if the profit is going to be given to a charity.

· Serve hot food or drink between the hours of 11pm and 5am
This link will take you to the Southampton City Council licensing page, where you can apply for many license’s online.
      http://www.southampton.gov.uk/business/licensing/default.aspx
Funding
If you don’t already have the funds available to pay for the cost of your event, you will need to cost it out to know how much funding to apply for. 

If you have got the funds available, agree a spending budget and keep a ‘tally’ on it, it’s surprising how quick the money can be spent!!!

You maybe able to get some items free or at a discount for local shops, tourist attractions etc.

Holding a Raffle/tombola
You don’t need a license for a raffle so long as the prizes are not greater than £500, and the tickets are sold at the event only. A raffle or tombola is always a good way to raise money.
Need an action plan
It is very easy to sit around a table and everyone to come up with ideas on what activities could be at the event and name tasks on what else will need doing. But it is equally easy to come away from the meeting and these ideas and suggestion will not always be exactly remembered. It is therefore an important part of organising an event to write down actions and suggestions, and to have an action plan. 
In addition it would also be useful to have a list of activities, which volunteer is going to make contact/book this activity, and the requirements needed i.e.: if tables and chairs are required etc.This can then be updated when bookings are confirmed etc.
For template click here


Event insurance
Public liability insurance will be required. This could protect you if someone gets hurt at the event and tries to sue. If you have an existing insurance policy you will need to check that you are covered for the event, as this is not always the case. If you are not covered you might just need to pay an additional small fee to cover the event.

Please note that if you are planning to use council land to hold the event on, then your public liability insurance will need to be £10 million indemnity.

Don’t assume that the venue you use for the event will be able to cover you on their insurance; you will need to check this with them.

Generally with such things as bouncy castles, sumo wrestling suits etc if you are hiring the castle/suits etc only; you will need to be covered on insurance.

If you are hiring a bouncy castle etc and the bouncy castle company are supplying a person to supervise, they will have their own insurance to cover for any accidents.

Copies of all the insurance policies for all organisations that are attending the event will be required.

Risk assessments
Everyone groans when this is mentioned but it’s not as bad as you think!!! Remember that they are there to help protect you if anything should happen, so are worth taking a short time to complete.

A risk assessment is basically looking at what could cause harm to anyone, members of the public, event activity holders etc, and taking action on either eliminating the risk or if this is unachievable it will need to be reduced to an acceptable level.

It’s always good to get more than one person checking the area for the risk assessment, as another person could potentially spot different hazards.  

In addition to the general risk assessment you will also need to have a fire risk assessment, this can be done at the same time as the general assessment. This will need to include potential fire hazards such as catering appliances, cigarettes, flammable liquids, tents and the weather, if there is a high wind.

If your event is being held in a hall check there is probably a risk and fire assessment already done for the hall, but don’t forget to add onto it for your activity hazards.

Each of the activities would have done their own risk assessments and fire assessment, a copy of which will need to be submitted to you.

Ask for a copy of the fire drill

Ensure there is an accessible first aid box at the venue, if there is not you will need to take one with you.

Ensure a phone is available for use if an emergency occurs. For link to template click risk assessment template 


Advertising your event
The publicity is an important part of planning an event. It needs to be colourful to attract attention whether this is being posted through the door or put into a shop window. You will need to explain all about the event on the leaflets/posters including the date, time, place, list some of the activities that will be taking place. This will give an idea of the sort of event it will be.
If your event is totally outside it might be an idea to put on your leaflets/posters that in the event of bad weather-the event will be cancelled.

Or alternatively if there is an indoor space that can be or is already being used for your event, you could have a plan B for putting activities inside, within reason!

If you can’t afford to print in colour, use coloured paper with black wording.

Advertise using local community buildings, libraries, supermarkets, the local newspaper and radio stations and Southampton City Councils Communities & Improvement Team. www.communities@southampton.gov.uk
Taking photos or videos
You will need parent’s/carer’s permission to take any photos or videos of their children. Explain when you ask for permission that you may be using these for publicity purposes. Good practice would be to get a parental consent form completed by the parent.

For template click photographic permit


Lost children and first aid point
Agree on where a lost children point will be located. This will need to be manned by persons that have been CRB checked. There will need to be a system in place for how all attendees will be notified of a lost child at the lost children point; this could be on a PA system.

There will need to be a first aid qualified person on site, if they are not going to be based at the same point as the lost persons for the duration of the event, a suggestion would be to have a walkie talkie so they are able to be called if their services were required.

Site layout plan
Dependant on how large your event will be it might be useful to have a site layout plan of where each of the activities and stall holders will be positioned on the day of the event. This could be given to one or two designated persons on the day to direct the activities to set up in the correct place.

‘Wash up’ meeting
Arrange to meet with all the organisers after the event to discuss what you all felt went well, what could be improved on for another event. Keep this information o to refer back to. If you had any donations given, send a letter of thanks. Not only is this showing appreciation of their support, you might need to go back to them at a later date for another donation.

Thanks also need to be given to volunteers and organisers for the time and support they have given. Thanks and appreciations go a long way!

Action Plan Template
Strawberry Fields fun day
Sunday 19th September 2010

	DATE
	ACTION
	PERSON
	ACHIEVED

	
	
	
	

	15 April
	Confirmed dates and times: Sunday 19th Sept, time 12.30 – 3.30
	
	

	
	Arrange Public Liability Insurance
	Pete
	

	
	Funding applied for
	Susan
	

	
	Make list of possible ideas for day
	All
	

	
	Contact people and groups on ideas list
	All 
	

	
	First Aid cover 
	Mike and Carol
	

	
	
	
	

	
	
	
	

	20 May
	Decide who could open the event and invite
	Jackie
	

	
	Make Budget
	Carol
	

	
	Temporary events licence: apply for
	Pete
	

	
	Grass cutting of park – Need to book
	Mike
	

	
	Book / arrange to borrow gazebos
	Carol
	

	
	Book PA system: 
	Carol
	

	
	Draft design for publicity (use basis of last year’s?)
	Jack 
	

	
	Publicity channels – Local papers, radio stations  etc
	Jack 
	

	
	
	
	

	17 June
	Events timetable drafted
	Bev
	

	
	Publicity agreed, produce posters etc
	Mike
	

	
	Layout plan of area
	Bev
	

	
	Find extra volunteers for the day
	All
	

	
	Any help required from SCC
	
	

	
	Agree who will do what on the day
	Bev
	

	15 July
	Publicity drive / flyers distributed
	All
	

	
	
	
	

	19 August
	Prepare the area, arrange for rubbish bins
	Mike
	

	
	Risk assessments completed
	Carol
	

	
	Confirm attendance all key people
	All
	

	
	Clearing up arrangements
	All
	

	
	Who will help with Gazebo’s Marquees 
	All
	

	
	Public Opinion evaluation of the day (opinion meter?)
	All
	

	19 Sept
	GALA DAY takes place!!!!!
	
	

	
	
	
	

	30 Sept
	Evaluation  “Wash up” meeting
	
	

	
	Thank you’s etc
	
	

	
	Check budget
	
	

	
	Complete any funding returns
	
	

	
	
	
	

	
	
	
	


Idea list template
EVENT NAME AND DETAILS…
LIST OF IDEAS FOR THE GALA DAY

	Idea
	Who will contact
	Confirmed
	Pending
	Tables
	Chairs
	Gazebo
	Generator
	Outside/

inside

	Bouncy Castle
	Mike
	Yes
	
	None
	None
	None
	Own supplied
	Outside

	Punch and Judy
	Carol
	Unable to attend
	
	None
	None
	None
	None
	

	Living Creatures
	Jack
	Yes
	
	1
	2
	1
	None
	Outside

	African drumming
	Susan
	
	Yes, awaiting response
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Risk assessment template
	                                                                     RISK ASSESSMENT RECORD  

Event: 

Venue: 

	Main Contact:   
Risk assessment completed by 
*Considering the risk assessment, are all reasonable precautions in place?  Yes / No. If No, list further action to be taken.

Note:  Consider all people at risk – organisers, volunteers and guests.  Consider in particular vulnerable people e.g. young people, disabled people, elderly



	Activity/process/

Operation?
	How might people be harmed?
	Precautions already taken?
	Further action to be taken?*
	By date?
	By whom?

	Example:

Physical safety


	Trip on uneven surface, cables


	First Aid kit kept in the kitchen at the centre.  Centre is fully accessible with no steps on the ground floor.


	Tables & chairs to be set up well away from any uneven surfaces.  All pathways/walkways to be kept clear for wheelchair access.  Cables to be routed around edge of rooms/building to minimise trip hazard, cables to be clearly marked.


	23/7/11


	Mr Smith



	
	
	
	
	
	

	
	
	
	
	
	


	                                                                     FIRE RISK ASSESSMENT RECORD  

Event: 

Venue: 

	Main Contact:   
Risk assessment completed by 
*Considering the risk assessment, are all reasonable precautions in place?  Yes / No. If No, list further action to be taken.

Note:  Evaluate the risk of the fire occurring/remove and reduce the hazards that may cause a fire
Evaluate the risk to people from a fire starting at the venue/remove and reduce the risk to people from a fire



	Activity/process/

Operation?
	How might people be harmed?
	Precautions already taken?
	Further action to be taken?*
	By date?
	By whom?

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Photography permission form

We would like your permission to photograph you/your relative for possible inclusion in our publications, website and other publicity material. You/your relative’s contact details will remain strictly confidential.

Name: 

Address: 
Contact number: 




Email: 

I permit ………………………….. to use photographs of me/my relative for:

 FORMCHECKBOX 
 The promotion of the groups aims and objectives (insert publication/campaign)……………………………………. 

If the participant is under 16 years old, please give date of birth of individual and name and contact details for parent/guardian:

Date of birth: 

Name of parent/guardian: 

Contact number:

Signed: 







Date: 

(must be signed by parent/guardian if individual is under 16 years old)
This written information is available on request in other formats or languages. Please contact communities@southampton.gov.uk for help. 
www.southampton.gov.uk/yourcommunity
Designed and produced by Southampton City Council 06.11.23081 
April 2013
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This guide has been produced for use by community groups in 


Southampton who want to hold small community events.  It covers a range of information including licensing, risk assessments, and advertising.
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