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after you read
this guide...
You’ll be able to plan and run your own community event
in order to launch or promote your enterprise.
Whether you’re opening your doors for the first time or you simply
want to raise the profile of what you are currently doing within your
local community, this guide will assist you to organise and manage
your event safely and successfully.

the objective
To engage with your local community; strengthen awareness of your
enterprise and increase sales by encouraging more community
members to become involved.
Holding a successful community event will enable you to:
Promote what your enterprise does and why;
Engage in a fun way with members of your community;
Encourage more people to use your services but also to become
more actively involved, i.e. volunteering;
Help you gauge what you are doing well and what your customers
would like to see;
Promote your enterprise to a wider audience; publicity via local
press can help you engage previously un-tapped new markets;
Help you raise money.
By reading this guide you will:
Understand what your legal responsibilities are and what you need
to do to ensure your event is safe;
Discover the steps involved with planning and delivering your event;
Set the aims and objectives for your event;
Assign key roles and responsibilities ;
Develop an event plan and budget;
Learn how to promote your event with the help of local networks
and media.
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before you
get started
don’t be put off but the scary bits you
need to know...
Anyone who organises an event, regardless of whether they are an
individual, volunteer or professional event staff, has a responsibility to
protect the health, safety and welfare of anyone who may be affected
in any way by the event. It is the responsibility of the event organiser
to ensure he or she is aware of, and complies with, all legislation
relevant to the activity being undertaken.
As an event organiser, as soon as you acknowledge your
responsibility towards the health, safety and welfare of anyone
who may be affected by your undertakings, you have already taken
the first step towards planning your event safely. This guide outlines
the principles of safe management through Risk Assessment and by
the production of a simple Event Management Plan. Whilst every event
is different, there are a number of component elements consistent to
each and every one.
The responsibilities of an event organiser extend to all event
personnel including volunteers and to members of the public
attending or affected by the event. This guide is intended only to
give organisers general advice towards safe planning and
management and not to replace the need for consultation with the
appropriate authorities or services. In addition to the advice given
here there is a list of useful contact addresses and publications
included in appendix 6.
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defining your aims
and objectives
This guide defines a community event as ANY planned activity
that involves organisation by an individual or a committee and to
which members of the local community / public will have access,
either free of charge or for an entrance fee. These events come in
many shapes and sizes, from small indoor gatherings such as a food
tasting in a shop to shop openings targeting a whole community to
larger events such as a farmers’ market or local food festivals.
Whatever the size the principles are the same.

as a starting point
Define your aims and objectives within a simple short paragraph.
Ask yourself a few simple questions about your proposed event before
attempting your definition:
What type of event do we want to hold?
Why do we want to hold an event?
Who is the event for?
When do we want to hold the event?
Where do we want to hold the event?
Who is going to be involved in organising the event?
How long do we have to plan the event?
Write down the answers to these simple questions and then you
should be able to use your answers to form a simple definition of
your aims and objectives.
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defining your aims
and objectives



Some sample event definitions are shown below:

example 1 village local food festival
‘We are aiming to encourage EVERYONE in our small village to
participate in some way with a village local food festival on August
Bank Holiday Monday. We want to use the local community centre and
adjacent privately owned land and have 30 stalls. We hope the food
festival will attract people from outside our village and that we can
raise at least £1,000 towards the church clock restoration fund.’

example 2 table top local food market
‘We are hoping to set up a table top Local Food Market in our village
hall to enable home and local food producers to benefit from the
opportunity of selling their produce. This will help to raise funds
towards the purchase of new kitchen equipment for the hall. We hope
to establish a fortnightly event attracting a large number of people
into our village on Sunday mornings.’

example 3 outdoor food festival
‘We want to organise an outdoor food festival in July to promote the
diverse range of local produce available in our county. It will give us all
an opportunity to celebrate what is being grown and made locally and
the event will include a produce swap, competitions, info about
growing, cooking and eating and bakery demonstrations. We hope
to attract X visitors and raise a significant sum of money towards a
local charity.’
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start planning
Once you have produced a clear definition of your aims
and objectives you have the starting point for planning.
It is a good idea to return to this definition as planning
progresses to ensure you are staying true to your
original aims and objectives.
Now is the time to consider your budget for the event. If your
objectives include a requirement to raise funds for a charity or any
other purpose or if there are any costs associated with your event, you
will need to produce a budget to determine the feasibility of your
proposals. It’s a good idea to keep going back to this budget as it will
help you to determine at what point in your plan your event becomes
financially self sufficient.

remember




There are often costs associated in making sure that your event is
planned in a safe manner and you must ensure from the outset
that these costs are considered and accounted for in your budget.
Useful tool Budget Schedule example in Appendix 1
Once you have identified what your aims and objectives are you
can plan how to achieve them safely. Breaking down your event
into components can help you determine the different areas of the
event and evaluate whether each one is feasible. It will also provide
a checklist to ensure you have the necessary experience and expertise
within your team or whether you need to seek advice
from professionals or outside agencies – e.g. an environmental
health officer.
Useful tool The Event Planning Alphabetical Checklist in Appendix 2
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deciding on roles
and responsibilities
So you have decided that you want to hold an event and defined what
it is you want to achieve. Regardless of whether you are working on
your own or as part of a committee you will need to identify who is
responsible for which tasks.
It is important that individuals are quickly identified to fill the
roles of:
The Event Manager
The Event Safety Co-ordinator
For smaller events these may be the same person but it’s helpful to
have more than one person involved in the organisation and safe
planning. Once these key roles have been determined you can start to
assign other responsibilities. It may be helpful to prepare a formal
document such as an organisation structure naming who will be
responsible for key tasks and their contact details.




It is important to allow sufficient time for your event. This will depend
on what you are trying to achieve but if you do require licences or
permissions for the activities you wish to undertake, it is likely that you
will need to provide the emergency services and your local authority
with your proposals at least 2-3 months before your event is held (this
may be longer for larger events requiring the use of a public highway).
Useful tool For components of a Large Community Event see
Appendix 2 and a Risk Assessment see Appendix 4
Now you are ready to build up a more detailed Event Management
Plan breaking down your event into component parts and writing a
short paragraph on each one outlining the key tasks and how these
will be managed.
For smaller events you will more than likely be able to make your own
plans however if you are in doubt or for larger events you may want to
seek advice.
Useful tool For details of where to go for further advice and
information see Appendix 6
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risk assessment
Having established the relevance of each listed
component and written a paragraph detailing how you
intend to manage each component, you can take your
elements one by one and start to work through the risks
associated with each.
As an event organiser, you have a responsibility to ensure that your
event is safe and you should undertake a documented Risk
Assessment for all your proposed activities. It is important to
remember that as the event organiser it will be you who will be liable
should an incident occur and it can be proved that the incident
occurred as a result of your acts or omissions.
Assessing all risks may appear to be an onerous task but it is a very
useful mechanism for determining feasibility and safety requirements.
The process will also enable you to clearly highlight areas where you
need to seek advice and information from other agencies. You will also
be able to refer to the assessments for similar previous events and
therefore only have to do the same things once.
The purpose of a Risk Assessment is to identify hazards that could
cause harm, assess what may arise from those hazards and decide on
suitable measures to eliminate, or control the risks.
A hazard is anything that has the potential to cause harm to people.
Risk is the likelihood that the harm from a hazard is realised and the
extent of it. In a risk assessment, risk should reflect both the likelihood
that harm may occur and its severity.



There is not a prescribed way for presenting your Risk Assessments,
but it is accepted practice to work to the principles contained within
the Health and Safety Executive document ‘5 steps to Risk
Assessment’, a copy of which will be available from the Health and
Safety Executive office.
Useful tool Sample Risk Assessment in Appendix 4.
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event management plan
Like the process of assessing risks associated with the event,
the formation of an Event Management Plan is based on common
sense and planning.
If you have followed this guide, you will already have compiled much of
the Event Management Plan document, including the following:
Your definition of the aims and objectives for your event;
The structure of your event management team;
The names of your Event Manager and Event Safety Co-ordinator;
A list of the component parts of your event;
Paragraphs detailing how each component is to be managed;
Risk Assessments for your event and all associated activities.

top tip
This document should be prepared and written so that in the
absence of the event organiser the event team could still proceed
with the event in exactly the same way as the organiser intended.



At this stage in your planning you will have determined whether you
have enough knowledge and expertise to manage your event safely and
effectively. You will also have made contact with the relevant outside
authorities to clarify you have all the information you need and that you
are not proceeding without necessary permissions and licenses. Once
you have taken the necessary advice and ensured there are no
objections to the event, you will be in a position to complete your
written Event Management Plan and complete the expected timelines
required to deliver it successfully.
Useful tools Event Panning Checklist in Appendix 2, Event Countdown
in Appendix 7, Action Planner in Appendix 8
Now you are ready to proceed with the practical work required to:
Meet the aims and objectives of your original event definition;
Ensure you manage each component event in accordance with your
Management Plan, and;
Ensure you manage the event with the control measures defined in
the Risk Assessments.
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launching and
marketing your event
Use networks and partnerships to help you reach a lot of people at
little or no cost – this can be the lifeblood of community events and
can include members, local businesses or customers.

remember
Any chosen network and/or partner will expect a reward for their
support but this does not have to be financial; it could simply be a
mention in your promotional literature or the opportunity to be
present at your event.
Here are a few ideas for networks and partners you could approach but
don’t forget to ask members of your committee for their own ideas:
Local food and drink producers who
share your sense of community;
Local schools and colleges;
Anyone involved with local tourism –
travel agents, hotels, B&B’s, local
camp sites, stately homes, regional
tourism boards and local tourist
centres;
Local companies - banks, solicitors;

Transport firms – taxis, haulage;
Garden centres;
Local institutes / clubs - Women’s
Institute, Rotary Club;
Associations – Scouts, Girl Guides;
Local sports clubs and gyms;
Local vounteer bureau;
Your Local Council or Rural
Community Council.

remember



Network marketing can often introduce your enterprise to an
entirely new audience, make sure you provide good information and a
simple marketing message – avoid complicated wording and jargon.
Useful tool Peter McConnell at Footfall Services www.footfallservices.com
has produced an excellent guide to marketing a food festival which can
be downloaded for free from:
http://www.footfallservices.com/documents/
MarketingthefoodfestivalaFootfalluserguide.pdf
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launch communications
top 10 tips
The way you communicate your event to the wider
community can be key to its success. Here are our top
tips on how to do it.
1

Make sure this a social affair for the
community and deliver invitations
to all the households in the area
you serve.

6

You might also want to let any local
glossy magazines know about the
event, but remember they have
longer editorial lead times.

2

Include some information about a
few of the local products you will
have, as well as all the details of the
event and any offers or special
attractions that will be happening.

7

If possible, always try and send a
good (high resolution) photograph,
but let the local press know that the
event itself will be a photo
opportunity.

3

Put an advert in your local parish
magazine, on village notice boards
and send details to all the clubs or
societies in your village and if you
have a village website create your
own page and promote the launch
event and the range there.

8

At the launch, tell people about any
forthcoming events that you are
planning and provide information
about seasonal promotions and
explain how to place orders.

9

Follow up the launch event in your
local parish magazine and put a
notice in-store thanking those
who attended.

4

5

Promote the event on the
blackboards or signs outside and
inside your shop well in advance of
the event. Include snippets of
information about the event on
different signs and boards.
Write and send a press release to
the local press to arrive two to
three weeks in advance of your
launch date.

10

Hold a competition – maybe for
a local food hamper – take a
photograph of the lucky winner,
congratulating them and send this
to the local paper and also feature
the winner on your website –
remember to also mention any future
events or in-store promotions.

planning a community event

12

press releases
top 10 tips
Press releases are an excellent way to attract attention.
Regional papers and radio stations are always looking for
positive local stories and the interest the news generates
is good for you and for your local food suppliers.
1

Make sure that every press release
answers the questions: who, what,
when, where and why.

2

Have something interesting to say.
You could say you are staging a local
food promotion or that you have
reached a key milestone, e.g.
doubling your number of local
suppliers.

3

Put yourself in the shoes of a
reporter with a deadline when you
are writing the release. It makes their
job easier if they are able simply to
lift or condense your text.

4

Always include a quote to back up
your story, whether it is from you, a
customer, supplier or local celebrity.

5

Try to include a photo with the
release but offer an interview or
photo opportunity too.

6



If possible, direct your press release
to a specific person, for example a
food or rural affairs editor. Phone up
the newspaper or radio station and
ask who that is and for their contact
details – they will be happy to help.

7

Always include a contact number and
be prepared to take a call at any time.
A mobile number may therefore be
the best option. Let your staff or
volunteers know that a release has
been sent and give them a copy so
they feel prepared to field calls if the
nominated contact is not there.

8

Timing is important due to media
deadlines. A press release should
arrive on an editor’s desk two to
three weeks before a specific event,
or one week before if it is just a
news story.

9

Don’t over-do it! Unless you have
some really big news, do no more
than three or four press releases in a
year, otherwise editors will become
bored with your story.

10

When you have written your press
release, the simplest way to circulate
it is by email. Ring all the papers,
and/or radio and television stations
and get the email address of the
most relevant person – make sure
you keep it for future mailings. If you
do not have email, ask for the
address and send a hard copy - but
beware of publication deadlines!

Useful tool For guidelines on using photos see Appendix 5
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advice for
shop launches
If you are holding a launch event in your shop here are a few key
things you should bear in mind:
Consider the best day and time depending on the demographic
of the community, for example an evening event would probably
attract more workers than young parents. Perhaps you could
balance this out by having a launch day with an evening drinks
reception;
If you have volunteer staff make sure that they are all involved in
helping to organise the event. Check that people are happy to work
in the shop if you open late for the event;
Offer tastings of as much of as you can and offer some special deals
on purchases made, or orders placed, at the event;
See if you can find a local chef, perhaps from your village pub –
someone who would be willing to do cookery demonstrations with
foods stocked in your shop. Alternatively you might find that one of
your local producers is willing and able to do this and they might
have their own portable cooking equipment;
If you are not able to have cookery demonstrations, you could have
a BBQ or a Hog Roast and you could sell or give customers local
burgers and other goodies;
Run a competition at the event to encourage attendance – a local
food & drink hamper would be very appropriate. Promote this on
your publicity material. You might want to use this as an
opportunity to gather email addresses for future contact;
Invite your local producers and suppliers to attend – they might
be willing to bring a few free samples for the event or for the
prize hamper.
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launch displays
Think about how the inside of your shop looks and think about
ways you can dress it up to launch your event:
Make sure that you plan window, gondola end and focus displays of
local food & drink for the launch, even if you don’t have the space to
keep it up all the time;
Also make sure you have sufficient materials such as shelf labels
and posters, and that these are highlighting specific local goods and
are positioned to best effect in the shop;
Use bunting and balloons to make it more festive;
Ask producers for plenty of their literature with your first orders so
that you can use this to enhance the displays and show to people at
the event;
Make sure the festivities start outside the shop to draw additional
people in. If the weather is good you could have your cookery
demonstrations outside to create interest;
Ensure that you have good stocks of the local products you are
promoting at the launch – having created interest you want to be
able to sell the goods!

top tip
For help with producing Local Food labels and simple to use
templates see http://www.lookforlocalfood.co.uk
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final wrap up
12 simple steps
to event planning
step 1
step2
step 3
step 4
step 5
step 6
step 7
step 8
step 9
step 10
step 11
step 12

Explore the possibilities
Select the event
Appoint the event chairperson
Establish a committee system
Form a steering committee
Define committee tasks
Itemize the budget
Develop a timetable
Recruit volunteers
Do it!
Clean up and give thanks
Conduct an evaluation
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about the
plunkett foundation
Founded in 1919, the Plunkett Foundation helps rural communities
through community-ownership to take control of the issues
affecting them. Today, Plunkett is the only national organisation
supporting the development of community-owned shops in the UK and
has been instrumental in the establishment of, and ongoing support to
over 270 community shops. We provide a range of business and retail
support via a network of Community Advisers, Mentors and Specialist
Consultants, together with a telephone, email and online helpline
co-ordinated by a team of staff at the Plunkett Foundation.
This guide was produced as part of Making Local Food Work, a five
year, £10 million project funded by the Big Lottery Fund’s Changing
Spaces programme. It works to reconnect people with where their food
comes from by supporting community food enterprises across England.

for more information
Take a look at our websites
www.makinglocalfoodwork.co.uk
www.plunkett.co.uk and www.communityshops.coop
Follow us on Twitter
@PlunkettFoundat
Or give us a call
01993 810 730
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further reading
and resources
Making Local Food Work
www.makinglocalfoodwork.co.uk
Organisations that take an interest in
local food issues:
http://www.en-form.supanet.com/
localfoodorganisations.htm
Holding a Big Lunch where you live is
simple. Request your free pack to get
you started from:
http://www.thebiglunch.com/
Love British Food and
British Food Fortnight
http://www.lovebritishfood.co.uk/2012start-planning-now/
Post your event for free on:
www.eventbrite.co.uk/event-listing
http://www.foodloversbritain.com/Food
Matters/This-Month/UK-Food-Events/
CIEH National Guidance for Outdoor
and Mobile Catering
Free download available on
http://www.cieh.org/uploadedFiles/
Core/Policy/Publications_and_
information_services/Policy_
publications/Publications/CIEH_
Outdoor_Mobile_Catering_Guidance_
Final_Consultation.pdf

The Institute of Fundraising
e.g. Best practice for organising
fundraising events provides links to
several useful guides that can be
downloaded from:
http://www.institute-of-fundraising.org.
uk/About+Fundraising/information/
event-fundraising
Food Standards Agency
Safer Food, Better Business for Retailers
www.food.gov.uk/
The FSA has produced a new Safer Food
Better Business (SFBB) DVD. The DVD
will complement the SFBB pack by
providing additional support to
businesses that are implementing SFBB
and training their employees in its use.
In order to make it accessible to all
businesses, the DVD has voice-overs
in sixteen different languages. The
DVD also contains video scenes of
realistic situations in small catering
and retail businesses to demonstrate
SFBB in action.
The DVD is free and targets managers,
food handlers, trainers and local
authorities.
For further information about obtaining
the DVD visit: www.food.gov.uk
The Health and Safety Executive
e.g. Managing Health & Safety and
Interactive Risk Assessment Tools
http://www.hse.gov.uk/

While every effort has been made to ensure the accuracy of the references listed in this
publication, their future availability cannot be guaranteed
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further reading
and resources

The Event Safety Guide
A guide to health, safety & welfare at
music and similar events
HSG195
HSE Books 1999
ISBN 0 7176 2453 6
Website: www.hsebooks.co.uk or a free
download is available on
http://www.hse.gov.uk/pubns/priced/hsg
195.pdf

A step by step guide to
COSHH assessment
HSE Books
Everyone’s Guide to RIDDOR
Reporting of Injuries, Diseases and
Dangerous occurrences
Regulations 1995
HSE Books 1996
ISBN 07176 24412
Single copies free

Five Steps to Risk Assessment
A step by step guide to a safer and
healthier workplace
INDG163 HSE Books 1998
ISBN 0 7176 15650 Single copies free

Fairgrounds and Amusement Parks
Guidance of safe practice
HSG 175 HSE Books 1998
ISBN 0 7176 1174 4

Advice on how to organise a small
street party or fête
http://www.direct.gov.uk/en/HomeAndC
ommunity/Gettinginvolvedinyourcommu
nity/Charities/DG_192701
Working together on firework display
A guide to safety for firework display
organisers and operators
HSE Books
Managing Health and Safety
Five steps to success
HSE Books
Free leaflet

Guide to Fire Precautions
in existing places of entertainment
and like premises
The Stationery Office 1994
ISBN 0 11 341079 4
Local Government (Miscellaneous
Provisions) Act 1982
Ch30 The Stationery Office 1982
ISBN 0 10 543082 X
Safety of Sports Grounds Act 1975
Ch52 The Stationery Office 1975
ISBN 0 10 545275 0
Managing Crowds Safety
A guide for organisers at events
and venues
HSE 154 2000
ISBN 0 7176 1834 X

While every effort has been made to ensure the accuracy of the references listed in this
publication, their future availability cannot be guaranteed
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appendix 1
example of a
budget schedule
EXPENDITURE
Venue Hire
Equipment Hire
Catering
Staff
Licenses
Publicity and Promotion
Printing Costs
Miscellaneous / Contingency

£0.00
£100.00
£200.00
£0.00
£200.00
£1,000.00
£1,500.00
£2,000.00

TOTAL (Sum of Expediture)

£5,000.00

INCOME
Sponsorship
Exhibitor Fees
Entrance Fees

£5,000.00
£2,000.00
£500.00

TOTAL (Sum of Income)

£7,500.00

CONTRIBUTION
(Sum of Income-Sum of Expenditure)

£2,500.00

*Note If Contribution is positive the event is in profit, if it is negative the event has made a loss
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appendix 2
the event planning
alphabetical checklist
Item

Who, what, number, effect

Purpose

Source

Cost

Access times
Accommodation
Accounts
Accreditation
Administration
Admission
Advertising
Ancillary activities
Announcements
Appeals for funds
Appeals for volunteers
Arrival arrangements
Artwork
Audience (to be targeted)
Audio visual
Badges
Banking
Banners
Bar
Barriers
Booking Forms
Branding
Briefing
Briefing sheets
Budgeting
Cancellations
continued overleaf...
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appendix 2
Item

Who, what, number, effect

Purpose

Source

Cost

Car parking
Cash flow/change
Catering
Chairs and tables
Changing rooms
Check lists
Cleaners
Cloakrooms
Committees
Communication plans
Competing events
Complaints
Complimentary tickets
Concessions
Contingency plans
Contracts
Corporate support
Crêche
Customer care
Date(s)
Decorations
Departure arrangements
Dietary requirements
Disabled facilities
Displays
Display boards
Documentation
Donations
Electricians
Emergency procedures
Emergency services
Equipment
Estimates income/expenditure
continued overleaf...
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appendix 2
Item

Who, what, number, effect

Purpose

Source

Cost

Entertainment
Entry arrangements
Evaluation
Event handbook
Exhibitors
Facilities at venue
Fees
Fencing
Filming
Finance
First aid
Floats of small change
Floral décor
Fund raising
Fire safety
Health and Safety Act
Hiring agreements
Hospitality
Hosting
Hotels/ Guest houses
Holiday times
Identification
Information point
Insurance
Interviews
Invitations
Invoicing
Legal aspects
Liaison officers
Licences
Lighting ( if required)
Local Authority
Logos
continued overleaf...
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appendix 2
Item

Who, what, number, effect

Purpose

Source

Cost

Lost property
Lost children
Maintenance
Maps (how to find you)
Marquees
Market research
Master of ceremonies
Media
Medical provision
Meeting plans
Menus
Merchandising
Message board
Monitoring
Music
Noise nuisance
Partners
Patronage
Permits
Photography
Planning
Policing
Post event arrangements
Poster sites
Power points
Power supply
Preparation areas
Printing
Presentations
Press conference
Press launch
Press contacts
Projection
continued overleaf...
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appendix 2
Item

Who, what, number, effect

Purpose

Source

Cost

Prizes
Programme
Protective clothing
Public address systems
Public relations
Publicity
Radio
Receipt system
Refreshments
Refuse areas and disposal
Registration
Risk assessments
Safety
Sales points
Schedules
Seating arrangements
Security daytime
Security night time
Services (plumbing etc)
Shops (in the community)
Signage
Signage locations
Site restrictions
Souvenirs
Speakers’ requirements
Spectators arrangements
Sponsorship
Staff/ stewards
Staging
Stage covering
Stationery
Stock checks
Structures
continued overleaf...
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appendix 2
Item

Who, what, number, effect

Purpose

Source

Cost

Storage
Subsistence/volunteer support
Sunday trading law
Support services
Team liaison
Technicians
Technical equipment
Telephones
Tickets
Timings
Timetable
Toilets
Tourist information
Traders/exhibitors
Training
Traffic control
Transport
Two-way radios
Ushers
Venue(s)
VIP’s
Visitor facilities
Waste disposal
Water supply
Washing facilities
Weather
Web address
Website and web-links
Welfare
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appendix 3
components of a
large community event
Event Plan and Safety Policy;
Venue and site design and facilities;
Written agreement from the owner of
the land/premises;
Food Hygiene, food handling &
provision of refrigeration;
Fire Safety;
Planning for emergency situations
(including possible evacuation of
building or site);
Public Liability (and other necessary
insurance) e.g. cancellation;
Communication (mobile phones or
two way radios);
Management of visitors/crowds;
Event stewards and other event staff
– voluntary or employed;
Transport management (including
car parking and vehicle movements);
Structures and structural safety
(food stands/marquees etc);
Application forms for stall
holders/documentation/payment;
Electrical installations and lighting
(including generated power);
Food, drink and potable water
provision;
License arrangements for provision
of alcohol;
Merchandising & display;
Point of sale materials, banners,
bunting etc;
Required licenses and permissions;

Sanitary/toilet facilities;
Local accommodation providers –
B&B’s etc;
Camping (may be required if visitors
wish to stay overnight);
Children;
TV and media;
Control of access to site or building;
Amusements (e.g. a bouncy castle)
and promotional displays;
Waste management / litter / disposal
of rubbish / food;
Facilities for persons with special needs;
Disabled access;
Medical, ambulance and first aid
management;
Control of Substances Hazardous to
Health (COSHH);
Information and welfare/meeting
point facilities;
Statutory Health and Safety
responsibilities;
Other responsibilities governed by
legislation;
Using the public highway for
access/closure of a public highway
and all related issues - e.g. Nether
Edge Farmers’ Market
www.netheredge.org.uk/;
Proximity of participants or
spectators to waterways/activities
proposed on board water vessels.
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appendix 4
sample risk assessment
for a bouncy castle
hazard identified
Possibility of persons falling from the structure either by tripping or by
being pushed

who is likely to be at risk from this activity?
Predominantly young children as this is the age group likely to be
attracted to this particular activity and older children or adults who
shouldn’t be using the structure

what are the current control measures to
minimise the risk?
Bouncy castle is to be operated by a professional contractor who
holds appropriate Public Liability Insurance;
Operator works on the basis of height restrictions for all those using
the castle to ensure only children of appropriate height and similar
age use the structure;
Operator provides 6 stewarding staff who ensure no-one using the
structure is acting in an inappropriate manner;
Taking current control measures into account what are the
remaining risks and what other actions are required to minimise
those risks?
With the current control measures undertaken by the operator, there
is still a risk that too many children use the structure at any one time.
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sample risk assessment
for a bouncy castle

additional control measures
The event organiser will ensure that the contract with the operator
takes account of a maximum number of children using the structure at
any one time and that the operator takes responsibility for imposing
this restriction.
Taking into account the above, what is the assessment of the risk
(low/medium/high)?

low to medium
It is important to note that whilst the event organiser in this example
is intending to make the operator responsible for imposing certain
restrictions, the overall responsibility for event safety still lies with the
event organiser and the organiser will need to ensure that he/she is
satisfied with the management arrangements for the attraction on the
ground.
Your documented Risk Assessments will form an important part of
your ‘Event Management Plan’ and it is important to return to your
written Risk Assessments once you have proceeded with the
organisation of your event to ensure that you are managing your
event so as to minimise risks.
If an incident occurs at your event, you may be required to produce a
written copy of your Risk Assessment documents and prove that your
event was managed on the basis of the control measures you
identified within the Assessment. In addition to your own Risk
Assessments, it is important to ensure you have copies of any Risk
Assessments undertaken by contractors or concessionaires operating
any attractions, activities or equipment at your event.

planning a community event

29

appendix 5
guidelines for the use of
photography at an event
It is not the intention of this document to prevent the use
of video or photography equipment at community events.
Video used in an appropriate way is a valuable marketing
tool when used with the correct guidelines.
6

Event co-ordinators and organisers
should not allow unsupervised
access to children or young people
or one to one photo sessions at
events.

7

Ask for parental permission to use an
image of a young person. This
ensures that parents are aware of the
way the image of their child is used.

The event co-ordinator or organiser
must ensure they are aware of all
individuals taking photographs.
They may decide, in the interests of
safety, to insist all official
photographers wear identification.

8

Current guidance allows children to
be named in some publications and
events. Individual briefings will be
given. It is important that contact
details for the young person with a
name or photograph are NOT given.

4

As part of the event information
sheet all participants and parents
should be informed if there is to be a
photographer present. Parents
should also be given the opportunity
to object if they do not wish images
of their child to be used.

9

It would also be advisable to inform
anyone wishing to take photographs
that they should register their
intentions with the official co-ordinator
or event representative first.

5

It is advisable to inform parents that
a photographer will be in attendance
at an event and ensure they consent
to both the taking and publication of
films or photographs.

1

If you are commissioning
professional photographers or
inviting the press to an activity or
event it is important to ensure they
are clear about your expectations of
them in relation to child protection.

2

Ensure all individuals involved are
aware of what is appropriate in
terms of content and behaviour.

3
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guidelines for the use of
photography at an event

so... the easy rules to remember are:
If the child is named, avoid
using their photograph;
If a photograph is used, avoid
naming the child;
Ask for the parents’ permission
to use an image. This ensures
that they are aware of the way
the image is to be used;
A Parents’ Permission Form is
one way of achieving this;

Inform children and parents
that a photographer will be in
attendance at an event and
ensure they consent to both
the taking and publication of
films or photographs;
Do not allow unsupervised
access to children or one to
one photo sessions at events;

Only use images of children in
suitable dress to reduce the
risk of inappropriate use;

If parents or other spectators
are intending to photograph or
video at an event they should
also be made aware of your
expectations;

Create a recognised procedure
for reporting the use of
inappropriate images to reduce
the risks to children;

Spectators should be asked to
register at an event if they
wish to use photographic
equipment;

Establish the type of images
that are appropriate for display
on a website and other media;

Children and parents should be
informed that if they have
concerns they can report these
to the organiser;

Provide a clear brief about
what is considered appropriate
in terms of content and
behaviour;
Issue the photographer with
identification which must be
worn at all times;

Concerns regarding
inappropriate or intrusive
photography should be
reported to the event
organiser or official and
reported in the same manner
as any other child protection
concern.
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appendix 6
where to go for further
advice & information
The aim of this guide is to work towards a consistent
approach towards providing event advice and information.
As you break your event down into its component parts, you will,
inevitably, come across areas where you feel the necessity to seek
clarification or advice from your Council or from the Emergency
Services. Apart from offering you useful information, these agencies
can recommend a number of useful publications to further assist you
with your planning.

the police
Police should be informed of all public events so that they may
consider the implications for public safety within the terms of
their responsibilities.
Assessment of the need for police attendance and action at public
events will be principally based upon the need to discharge core
responsibilities, which are as follows:
Prevention and detection of crime;
Preventing or stopping breaches of the peace;
Traffic regulation and control within the legal powers provided by law;
Activation of an emergency plan where there is immediate threat to
life and co-ordination of resultant emergency services.
Additional to the above, local police will offer advice on the general
arrangements as they impinge on policing and whether the event
activities require a police presence. They will also advise you as to
whether you may incur any charges for provision of their services.
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where to go for further
advice & information

the local authority (or your county council)
It is important to understand that different Local Authorities may hold
the information and expertise you require within different parts of the
organisation, so you’ll need to be quite specific in your request for
information to ensure you get to speak to the right person from the
outset. In some situations, you may need to speak with officers from
more than one part of the organisation, particularly if your event is
quite complex.
Your Local Authority or County Council should be able to offer
advice on some or all of the following:
Your duties under Health and Safety legislation including carrying
out risk assessments and planning for emergencies;
Food hygiene and safety (if food is going to be sold, provided or
prepared);
The necessity for any licenses for your event either for the purpose
of ‘Public Entertainment’ or for the sale of goods and costs involved;
Public Liability Insurance;
Product safety (where goods are going to be sold or distributed);
Trading standards issues;
Required consents for road closures (in consultation with local
police) and costs and time involved;
Road closures and assistance with local traffic management
(in conjunction with the local police) and costs and time involved.
Should you wish to use land or premises owned or operated by the
Council for the purpose of a public event, your Local Authority will be
able to provide you with details of Terms, Conditions and related costs
for the hire of council land or premises.
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where to go for further
advice & information

the ambulance service
The ambulance service should be able to offer you advice on the
following:
Whether a statutory ambulance service presence is recommended
for your event and whether you will incur any costs for provision
of this;
Whether your event warrants the necessity for setting up a triage
(casualty assessment centre);
In the event of a major incident which hospital casualties from your
event are likely to be taken to;
What vehicle access they will require in the event of an emergency;
What level of First Aid cover you should provide at your event and
whether you will incur any costs for the provision of this.

the fire and rescue service
The Fire Brigade should be able to offer you advice on the following:
All matters related to fire safety;
What access they will require for fire fighting vehicles in the event of
an emergency;
Provision of on-site fire precautions and fire-fighting arrangements.

the health and safety executive
The Health and Safety Executive Office should be able to offer you
advice on the following:
Your duties under Health and Safety legislation including carrying
out risk assessments and planning for emergencies;
What publications are available to you to assist with the safe
planning of your event;
Provision of on-site fire precautions and fire-fighting arrangements.
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where to go for further
advice & information

safety advisory groups
Local Safety Advisory Groups should be established for those major
events that require detailed planning and a co-ordinated response
from the emergency services and the Local Authority.
The groups should comprise representation from Police, Fire and
Rescue, Ambulance and Local Authority and ought to liaise with event
organisers in the interests of public safety.
Whatever information you seek, you must remember that at all times
you, as the event organiser, remain fully responsible for the safe
planning of your event.
If in any doubt seek further advice, and do not attempt to undertake
any activity for which you do not have the necessary experience or
expertise.
If you are planning your first event, start with something simple
and once you have successfully achieved that, you can set your
sights on something a little more complicated in the future.

community contacts
Local Police;
Fire and Rescue Service;
Health and Safety Executive;
Ambulance Service/St John Ambulance;
Parish Council;
District Council;
County Council.
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Month 13 Month 12 Month 11 Month 10 Month 9

Month 8

appendix 7
food event countdown
Action
Form steering group/event management committee
Agree what, why, where, when for who
If needed – carry out feasibility study
Set aims and objectives agreed by all
Establish plan, outline event plan, methodology
Work out and agree the budget
Plan funding and sponsorship strategy
Secure finance and corporate/funding opportunities
Think about location & venue - book stallholders
Prepare and sponsorship packages/press releases
Launch event
Establish operational structures and committees
Recruit specialist support / emergency services
Secure permissions/approvals
Agree promotional plan and media contacts
Source/book essential services
Pre-event tasks, timescales and actioned by?
Secure event day staffing and volunteers
Liaison with sponsors re: logos & agreements
Undertake full risk assessment of the site
Establish communication systems for all parties
Agree emergency plans and procedures
Hold full briefing for all team members/volunteers
Media liaison – press packs with all relevant details
Final preparations - double check everything
Undertake set up of activities
Meet sponsors re: media liaison
Food Hygiene/Health and safety checks
Carry out event to plan or contingency plan
Deal with and resolve any crisis (hopefully none!)
Clear up and leave site tidy and free of rubbish
Chase income and pay any bills
Post event debriefing & thank everyone!!
Evaluate, write report, circulate photos to sponsors

Month 7

Month 6

Month 5

Month 4

Month 3

Month 2

Month 1

Month 0

Month -1
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appendix 8
action planner
Title of event:

Date and time:

Topic

Action needed

By whom

When

Help needed

Priority (1-5)
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appendix 9
12 steps in
more detail
1

Find some people to work with you - a core group. If you are
organising a community event, you probably don't want to do it
alone; it's more work by yourself, it's more fun to join in with others,
and you can draw upon their own ideas and experience.

2

Explore the event possibilities: At the beginning, keep the doors
wide open. You might jot down a list of possible events, without
critiquing at the beginning, rather building upon each other's ideas.
Don't be constrained by what’s happened before. Let your minds run
free; at this stage, the sky's the limit.

3 Choose the event: What should your selection criteria be? Firstly,
the event must be something that the local community will support.
Secondly, the event must be one you can manage and deliver, both
in terms of money, expertise, and time. Thirdly, the event should be
fun for you as the organisers; if it isn’t why do it?

4 Find more people to help: Once you’ve selected your event,
chances are you will want more people to work with you than
your original core group. Those people will need to be recruited.
How do you do that? Make a list of prospects and ask them
face-to-face, call them on the ‘phone, send them an e-mail, drop
them a note, or combine your approaches. You may also want to
recruit other people from the wider community; if so, you could
send a press release to the local paper, distribute flyers and posters,
but also take advantage of the natural communication structures
that already existing in your community – e.g. parish newsletter,
local website.
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12 steps in
more detail

5 Define the necessary tasks: Your particular tasks will depend upon
your particular event. But tasks common to many events include:
Publicity: which subdivides into door-to-door outreach,
telephone calls, mailings, list-serves, flier distribution, church,
club, or school announcements, and general media outreach.
Finance: including budgeting, raising start-up money, collecting
money at the event, accounting for the money collected,
disbursing payments, etc.
Activities: at the event: among other things, this means set-up,
registration, schedules, contact exhibitors and/or presenters and…
the final clean-up.
Depending upon your chosen event, tasks might also include:
Site selection and arrangements;
Weather and rain or snow dates;
Rentals; permits; contracts; safety & security; insurance & liability;
Transportation, traffic and parking;
Printing, marketing and sales;
Child care; sanitary arrangements/toilets;
Equipment (stands/stalls/tables, chairs, etc.);
Signage, attractions, games & decorations;
Entertainment; sound systems; prizes;
FOOD (including cooks, food preparation, food service, utensils, etc;
Evaluation of the event.
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12 steps in
more detail

6 Divide up the work: The principles here are that (a) everyone should

have something to do, and (b) tasks should match up with personal
preferences, skills, and available time. Use your task list as a reference
point: Your division of labour can then be done formally, by selecting
committees and committee chairs, or less formally, by people simply
agreeing to take on a certain job (those in charge of specific tasks can
also recruit their own additional helpers). Generally, the larger the
group, the more complicated the event, the less experienced the group
members, and the less well they know each other, the greater the
structure (and the more precision) you should probably seek.
Remember that someone has to co-ordinate all the work that has
been delegated. That someone might be you as the event organiser
or together with others (a co-ordinating group).
For complex events, that co-ordinating group should meet regularly.
Ideally, meetings should be publicised and open. Everyone should
have the names and contact numbers of all the key people involved.
But the most important things are for the planning and the overall
co-ordination to take place and that the lines of responsibility are
clearly agreed and drawn.

7 Prepare a budget and identify possible resources: this step gets a
special mention. Based on your needed tasks, the co-ordinator or chair
of the finance committee should make a list of all projected expense.
Another list of anticipated sources and amounts of income should also
be created in parallel. (It’s prudent to be generous with expenses/
estimates and conservative with revenues.) And don’t forget to explore
all other possible avenues for resources: Can you get corporate
donations to help with expenses from larger businesses in the area?
The two lists should be compared and reviewed by event leaders;
plans should be made for dealing with any deficits or special
situations. Adjustments can then be made either for the expenses
or revenue or both.
Publicity should also be a separate item in itself because you definitely
have to get the word out! Thoughtful publicity planning and marketing
will certainly be worth the time and investment that is required.
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12 steps in
more detail

8 Develop a timetable. The goal here is straightforward: Everyone
should know who will do what by when. In other words, deadlines for
completion should be set (and taken seriously) for each important
task, with those deadlines both being monitored and adhered to. It's
everyone's job, but especially the co-ordinator's, to make sure task
completion stays on course and that each task is finished.
Sometimes a ‘task and finish’ group is appointed just to ensure the
above is achieved.
The dates for each task can be put in a table or chart. Often that
chart will have "weeks/months before the event" running along the
top from left to right, counting down from (say) ten weeks/months
before the event to the actual event date. The rows on the chart will
list the individual tasks. Each of them may have a line or bar
corresponding to the weeks for which that task will be started and
completed. An example is provided at the end of this guide.
For some people, all this planning and timetable-drafting may seem
like too much work, but careful planning leads to a more successful
event.
Consider that careful planning will also help you to avoid any
last-minute crunches and oversights that could put your event in
jeopardy.
The truth is, if you've been thinking about your event from the start,
drafting a timetable shouldn't take very long. And the limited effort
spent in drafting it (and then, following it) will almost always pay
dividends.
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12 steps in
more detail

9

do it!
Once you have completed steps 1-8, you should be ready to hold
a successful event. On the event day, it's usually a good idea to
meet before the starting time with your event leaders to run
through the schedule of the day, to take care of any last-minute
details, to answer any last-minute questions, and to prepare for any
contingencies (rain, no-shows, illness, power cuts, equipment
malfunction, and undoubtedly there may be others too!).
All the key people involved in the event should know where other
key people are going to be at any given time, and also know where
to reach outside help in case of emergencies. Using mobile phones
or two-way communication systems are vital for people to stay in
touch with each other. If it's a longer event (e.g., an all-day food
festival), you might also arrange to meet about an hour into the
event so that you can review the situation and make any necessary
adjustments.

good luck with your event! and remember to...
10 Clean up: The event isn't over when the audience goes home.
Almost any event will involve cleaning up and on the same day removing rubbish and equipment, collection of signs, storing/
returning any equipment; and eventually payment of any
outstanding invoices or volunteers’ expenses (petrol/
child-care etc.).
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12 steps in
more detail

11 Give thanks: Part of event follow-up always includes giving thanks;
everyone who has helped in the planning and carrying out of an
event should be thanked after it is over (ideally, throughout as well),
in a manner most appropriate to the event content – e.g. a personal
phone call or note, a letter on an official letterhead, an
announcement in a newsletter, or perhaps a party for all the
volunteers/helpers.
Thanking people is important for two basic reasons: firstly, because
it's the right thing to do and secondly, when people feel appreciated,
they are more likely to be available for the next event (if you have
one!). If their contribution is not recognised they may never return
or volunteer in the future.

12 Conduct an evaluation: this last step in conducting any community
event is in some ways the most important. You need to analyse the
event and evaluate what has been achieved in terms of your original
goals.
One helpful component of an evaluation is the ‘washing-up session’
where the co-ordinator and members of the core group get together
shortly after the event, when the dust has cleared, but not entirely
settled. At this meeting, you can discuss what went well, and what
didn't go as well, and what could be done to improve things the next
time. This is how skills are acquired that empower people which, in
turn, can enable your community to grow stronger.
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