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We have put together this handy toolkit which offers support and advice to 
groups and organisations who are organising community events.  It includes 
lots of tips about running events, from thinking about the type of event you 
would like to organise, to how to find out whether your event was a success.  
Whether you have lots of experience of organising events, or are a complete 
beginner, we hope the toolkit offers some useful information to help make 
your event a great success!

Norfolk American Connections is grateful for the 
support given by the Heritage Lottery Fund.

Norfolk’s American Connections 

Event Toolkit
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Introduction to the Norfolk’s American 
Connections Project

The exciting Norfolk’s American Connections project celebrated Norfolk’s 
many shared links with North America over 400 years. The project provided 
an excellent opportunity to discover more about fascinating people and 
places, such as the 17th century Pilgrim Fathers, many of whom emigrated 
from Norfolk to America, to the 70th anniversary of the ‘Friendly Invasion’ 
which saw, at any one time, around 50,000 United States 8th Army Air Force 
(USAAF) personnel stationed in the county.  

The project, which received just under £50,000 from the Heritage Lottery 
Fund, was delivered by Norfolk County Council Cultural Services, 2nd Air 
Division Memorial Library, South Norfolk Council and The Garage in Norwich, 
as well as community organisations across Norfolk.

The aims of the project were:

•  To provide residents of, and visitors to, Norfolk with the opportunity to
    experience, understand and learn more about the long-standing cultural
    and historical links between Norfolk and North America, and how these
    have shaped communities on both sides of the Atlantic. 
•  To facilitate a programme of activities and events between July and
    November 2012 which will allowed groups to learn more about this
    fascinating aspect of Norfolk’s history and heritage.
•  To engage local schools in projects to learn about historical connections
    with North America.
•  To encourage groups who do not normally engage with heritage (especially
    16-24 year olds) to take an active part and learn more about their cultural
    heritage through a programme of participatory and learning events.
•  To celebrate historical connections including the 70th anniversary of the
    ‘Friendly Invasion’, when the United States 8th Air Force arrived in Norfolk,
    and the enormous impact this had on the local community and landscape. 

To find out about the project in more depth, and learn about the fascinating 
historical links between Norfolk and North America, please visit our website: 
www.norfolksamericanconnections.com

Thirty-one community events and activities were held as part of the Norfolk’s 
American Connections project.  This toolkit has been designed to support 
groups and organisations to plan and run similar community events linked to 
local heritage and historical events.  Whether you’re an experienced events 
organiser, or you’re running something for the first time, we hope this toolkit 
will provide information, inspiration and advice to make sure your event is a 
great success.

The toolkit has been created to provide support for planning events with a 
historical/heritage twist of all sizes – large and small.  If you’re planning a 
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small event, some of the information in the toolkit probably won’t be relevant.  
Don’t worry if this is the case, just move to the next section.  

The toolkit has been divided up into five sections:

Preparation and Planning – Sometimes, starting is the hardest part!  This 
section will help you organise your ideas and make your event a reality.

Paperwork – Don’t panic about paperwork!  Find out what legal requirements 
you need to meet, and how to achieve these.

Promote – This section will give you ideas about how you can spread the word 
about your fantastic event to make sure as many people as possible hear 
about it.

Pass It On…. – Don’t keep your good work a secret!  This section will give you 
tips about how to find out what people thought about your event, and how to 
share this feedback. 

Appendix – Examples of documents that you can use when planning your 
event.

angelasharpephotography.co.uk
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Preparation and Planning

So, you’ve decided to organise an event – hoorah!  Events are great ways to 
engage your local community, reach people you’ve never worked with before, 
promote and celebrate your organisation, demonstrate the services your 
organisation provides, share your passions, and inspire people to take part in 
new things.

We’ve provided some tips about the sort of things you’ll need to consider 
when planning your event, and how to make the experience as hassle free as 
possible.  After all, planning events is meant to be fun!

Looking for event inspiration?

Planning starts with the idea for your activity or event.  Events come in all 
shapes and sizes!  They can be as simple as opening at an unusual time 
(perhaps in the evening, or at night?), or as complicated as a multi-event 
festival.  Here are some ideas which you might like to try……

Performance

•  Drama or dance performance by a local drama group or school that’s been
    inspired by your venue if you have one
•  Live music from local bands and DJs 
•  Poetry or book reading 
•  Storytelling 
•  Local artists creating a piece of artwork (e.g. a mural)
•  Puppet show
•  Meeting costumed characters from the past 
•  Film showing
•  Talent contest
•  Illustrated talk by an expert
•  Community procession

Creative 

•  Music workshop
•  Writing workshop 
•  Art workshop: cartoons, animation, watercolour, still life, collage
•  Craft activities: printmaking, drawing, jewellery making, sugar crafting,
    knitting, pottery, balloon modelling, 3D sculpting, the chance to make an
    item to take home 
•  The chance to contribute to a community art project e.g. community quilt, 
    or artwork made from people’s personal letters and belongings
•  Face painting
•  Hair and make-up demonstrations from different historical periods
•  Photography or art exhibition

Interactive

•  Tours of your venue
•  Devise a trail
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•  Treasure hunt 
•  Sleepover 
•  Historical dances e.g. 1940s swing dance
•  Play games from years gone by
•  Taste food and drink from different historical periods 
•  Quiz
•  Dinner or tea party in your venue 
•  Family fun day with different activities to try
•  Reminiscence session
•  Research workshops – helping people to research their family/local history
    using original records
•  Handling clothes from yesteryear.  Norfolk Museums and Archaeology
    Service has handling collections you can hire.

Collections- or exhibitions-based events

•  Create an exhibition and host a preview event
•  Object handling / object identification 
•  Creating something that’s been inspired by an exhibition e.g. drawing,
    creative writing

Making use of your venue, grounds and surroundings

•  Community-made short films projected on to walls in your building 
•  Atmospheric interior lighting 
•  Atmospheric night walk 

Join these suggestions up!

You can bring together a whole day or evening of themed activities by 
combining a selection of the ideas listed above.  The sky’s your limit!

It is a good idea to ask people in your local community about the sort of event 
they would like you to organise.  To find out people’s ideas, you could get a 
story in your local paper, or simply talk to people in your local area.

keithwhitmore.co.uk
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Teamwork

As well as thinking about who your event is for and where it will take place, it 
is important to think who will work with you to make it happen.  The old adage 
‘two heads are better than one’ is very apt for event planning.  Working with a 
team, or group, of people will help to ensure:

•  Everyone’s workload is manageable
•  Members of the group play to their strengths
•  A wide cross section of the community is involved in event planning

The size of the group and the roles of group members will be decided by the 
size and nature of your event.  For example, for small events, you may just 
need a lead event organiser (chairperson), and someone to help look after 
any money.  For larger events, with lots of tasks to carry out, you may wish to 
allocate more roles in order to share out the workload more effectively.  
You might want to set up a committee and each take a role.  The three main 
roles in a committee are:

•  Chairperson – To ensure the event is managed effectively, and that
    decisions are made in a fair and democratic way.
•  Secretary – To ensure meetings are effectively organised and minuted;
    communication and correspondence with the committee.
•  Treasurer – To have a good oversight of the event’s finances; budgeting and
    reporting back to the committee about the budget; banking and book keeping.

You may also decide to allocate other roles, such as:

•  Fundraiser – To raise money for the event via, for example, sponsorship,
    grants and donations.
•  Press Officer – To liaise with local press and media.
•  Volunteer Coordinator – To recruit and manage event volunteers.
•  Bookings Coordinator – To book external organisations or individuals to work
    at your event, for example, performers or caterers.

Everyone on the committee should be organised, able to work cooperatively 
and be supportive, able to make decisions, and be enthusiastic about the 
event.  Use the skills and interests of your committee effectively – for example, 
ask someone who is confident with numbers to be your treasurer.  

We have provided some more specific pointers which you might like to 
consider when selecting a Chairperson, Secretary and Treasurer.

Chairperson

An effective chairperson should have the following skills:

•  The ability to work with, and inspire, people
•  Good communication and interpersonal skills
•  Impartiality and fairness
•  The ability to ensure decisions are taken and followed-up
•  An understanding of the role and responsibilities of the committee



12

Secretary

An effective secretary should have the following skills:

•  Well organised with an eye for detail
•  The ability to set agendas and take minutes
•  Good written communication skills
•  An understanding of the roles and responsibilities of the committee

Treasurer

An effective treasurer should have the following skills:

•  The ability to set and monitor budgets, and perform book keeping duties
•  Well organised and an eye for detail
•  Good communication skills

Before you appoint people to different roles, think about the amount of time 
that they will have to give to the role.  Try to make sure that nobody takes on 
too much, and that everyone’s workload is realistic and manageable.

A Representative Committee

It helps if your committee is made up of a wide cross section of the local 
community to ensure everyone’s needs are met as much as possible.  

If you involve young people in event planning, you might want to give them 
responsibility for a specific part of the event to increase confidence.

More information about running an effective committee:
•  DIY Committee Guide: http://www.diycommitteeguide.org/
•  National Council for Voluntary Organisations Governance Guide: http://www.
ncvo-vol.org.uk/advice-support/trustee-governance/governance/best-practice

Our Committee
In the space below, write who will be on your committee, and what their role 
will be.
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Committee Meetings

Here are our handy hints and tips for conducting happy and effective 
meetings:

1.  Establish a regular meeting time and dates at your first meeting.  Make
sure everyone brings their diaries so, as much as possible, meetings don’t 
clash with other commitments.

2.  Think about how many meetings you will need to hold, and how often.
Don’t hold meetings for the sake of it!

3.  Have a simple agenda to help maintain focus, and try to stick to an agreed
finish time.

4.  Make sure tasks are allocated to members of the group and that these are 
recorded in the minutes so everyone remembers what they need to do.  

5.  Have a copy of your up-to-date budget at each meeting so you know how 
much you have spent, and keep an eye on what is left.  

6.  Keep an event folder which includes copies of all the event paperwork 
including, for example, insurance, budgets and minutes of meetings.  You 
can refer to the folder during meetings, and you know everything is safe in 
one place.

7.  Invite other organisations to attend meetings as they may be able to 
support your event.  For example, your local library, museum, or family 
learning team might be able to provide activities, or help to promote your 
event.

8.  Planning an event can be hard work, but it’s not meant to be stressful or 
feel like a burden.  Make sure everyone’s views are listened to, decisions 
are made democratically, and tasks are shared out fairly.

Decision Checklist

At your first meeting, it is useful to make decisions about the following so that 
your event is clearly defined.  The answers to some of these questions might 
become the key objectives of your event, for example:

•  We want to attract young people to our venue
•  We want 50 people to come to our event
•  We want people to learn about our village in World War Two

It is useful to set objectives so that you have a clear idea of what you want to 
achieve, and to help you evaluate your event when it’s finished.  You don’t 
need to have lots of objectives – between 3 and 5 is plenty.  

What are the objectives of our event?

1. 

2. 

3. 

4. 

5. 
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Now you know what your objectives are, think about the following.   We have 
left space under each question so you can write the decisions your team has 
made about your event.

Why are we organising our event?  Is it part of a special project, like Norfolk’s 
American Connections?; is it to provide a fun day for the community?  Will this 
influence the theme of your event, the type of event you organise, and the sort 
of promotion you do?

Who would we like to come to our event (our target audience)?  Children; 
families; adults; teenagers; older people; a mixture of people?  

What kind of event are we going to organise?  This is where it helps to have 
people from your target audience on your committee.  Will your event have a 
theme?

When is the best time to hold our event?  Think about clashes with other local 
and national events, the time of year, and the time of day.

Where is the best place in which to hold our event?  Your own venue; a 
community centre; a park; a library.  Think about whether the venue is 
accessible by public transport, and whether it has a car park.

Who will organise our event? Will anyone apart from members of your 
committee help organize your event? E.g. local museum staff.

Who will we work with?  Are you going to work with your local library, 
museum, school, hobby group etc?  Are you going to hire someone to work at 
your event, for example, a performer or local band?  Are you going to recruit 
volunteers to help?
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Booking performers/freelancers etc. If you are booking someone to work at 
your event (e.g. a performer or workshop leader), think about hidden costs 
they might charge, for example, their travel and accommodation costs, and 
whether they have specific technical requirements, to ensure you have 
enough money to pay for them.

Once you have agreed on a price with a contractor, consider asking them to 
sign a simple agreement to ensure that they deliver the work that they have 
promised to do.  An agreement over the phone doesn’t count as a contract, 
and having a written document that sets out the agreement helps ensure that 
both your group and the person you are hiring are protected.  An example of 
such an agreement is in the appendix.

Top Tips for Working with Freelancers/Contractors:

1.  Make sure the person/people you are hiring know exactly what is required 
of them.  

2.  Make sure you have received written confirmation of your booking, as a 
telephone conversation usually only counts as a provisional booking.  

3.  Write letters to all your suppliers confirming details of the event e.g. 
location, what time they can set up, what time their performance/activity 
is scheduled, where they can park, what equipment they need to provide, 
access to water/electrical supplies (if relevant), what time they can pack 
up, contact numbers of event organisers.

4.  If the contractor is working with children, check they have a Disclosure 
and Barring Service (DSB) check. This checking service accesses people’s 
criminal record history, which is especially important for roles that involve 
working with children and vulnerable adults.  For more information, please 
see the Home Office website: http://www.homeoffice.gov.uk/agencies-
public-bodies/dbs/services/.

Volunteers

Volunteers are often at the heart of events, giving up their time to help support 
the events committee undertake tasks on the day.  Whether you have worked 
with volunteers before or not, we hope our tips will help you get the most out 
of your volunteer team:

•  Recruitment – Consider all the tasks that need to be done and work out how 
many people need to help at the event.  You may already know lots of 
people who are willing to help, but if not, spread the word by putting up 
signs in local shops, writing a press release for your local or talk to people in 
your local area.  People are often very keen to get involved with events that 
are supporting their local community.  

•  Tasks – Before you recruit volunteers, think about the sort of tasks you need 
volunteers to carry out and whether any specific skills are needed so you 
can match volunteers to roles that will suit them.

•  Back up plan - Remember that some people may not be able to make it
to your event for various reasons.  When you allocate tasks, make sure 
you think about the minimum number of people to perform each task.  
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You need to have a back up plan so that if some people drop out at the last 
minute, you know how to solve any potential problems.   

•  Briefings – Brief your volunteers either a couple of days before the event,
or on the day of the event (remember to give yourself enough time for this).  
Make sure you tell volunteers key information (e.g. who they need to contact 
in an emergency, what’s happening at the event), key contact details, and 
thank them for their contribution to the event.  You may wish to include:
–  Contact details e.g. mobile phone numbers for key people at the event
–   Hand out T-shirts, name badges, or any other identifying clothing you need
        volunteers to wear (if applicable)
–   Hand out event programmes and site maps (if applicable)
–   Hand out event timetables, which include tasks you need volunteers to 
       carry out during the event
–   Time for questions from volunteers

•  Debrief – Speak to volunteers at the end of the event to ask for their 
    feedback and to thank them for their support.  

How much will our event cost, and how will we pay for it? 

The amount of money you have to spend on the event will determine the type of event 
you can organise.  Here are some ideas about how you can raise (and save!) money:

•  Generate income – Sell entrance tickets, hire out stalls, charge for car
parking, put out donation boxes.  If you decide to ticket the event (either 
selling tickets, or giving them away) think about how many tickets you are 
going to need, how much they will cost and where they will be on sale.  
Make sure this information is on your publicity materials.  

•  Sponsorship – Approach local companies to ask whether they will provide
    sponsorship for the event in return for the publicity it will bring them.  

•  Fundraising – Hold your own fundraising activities e.g. sponsored walk,
    bake sale, raffle.  

•  Grants – Apply for a grant to part or fully fund your event.  If your group is
based in Norfolk, you could try doing a search on Grantnet via the Norfolk 
County Council Grants and Funding website, your local district or town 
council, or the Norfolk Community Foundation website.  You could try 
national funders such as the Heritage Lottery Fund, Big Lottery Fund, 
Awards for All and Arts Council England.  You could also search on Funding 
Central http://www.fundingcentral.org.uk. 

•  Try not to pay for things!  - Sometimes, local performers will work at your
event for free in return for publicity on flyers and in the press.  If you need 
to pay something, then try to negotiate, explaining that you are running a 
community event with a limited budget.  

•  Plan B – Think about what will happen if you do not raise all the money you
need.  Can you cut your costs in any way?  Can you scale back your event?  
Can you find more ways to raise money at your event?
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Budget Template

You can use this template to plan and monitor your budget.  We have 
provided some example expenses and sources of revenue, but you might 
need to change these, or add to them.  All your outgoing costs should be put 
in ‘Expenses’; all the money you raise (including grants, sponsorship and 
income at the event) should be put in ‘Income’. 

Expense

Venue hire

Performer or workshop leader fee

Audio visual equipment

Other equipment or costume hire

Food/catering

Design (e.g. costs of designing a flyer)

Publicity and Promotion

Printing

Postage

Decorations

Transport

First Aid

Overheads (e.g. cost of keeping a
venue open for longer than usual)

Workshop materials

Contingency

Other

TOTAL EXPENSES:

Estimated cost Actual cost

Estimated income Actual incomeIncome

Ticket sales

Food sales

Stall holder fees

Car parking fees

Donations

Sponsorship

Funding

Other

TOTAL INCOME:
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Accessibility 

An accessible event is one that can be enjoyed by a wide range of people.  The list 
below contains some useful suggestions about making sure events are accessible.  
Don’t worry if your event doesn’t meet every item on the list, just do what you can to 
make your event as accessible as possible.  

Physical accessibility

•  Is your venue wheelchair friendly?  If not, have you made this clear on publicity
    materials?
•  Does your venue have parking and disabled parking?
•  Do your publicity materials contain clear information about the location of your
    venue?
•  Does your venue have space where buggies can be parked?
•  Can visitors enter and exit your venue with ease?
•  Have visitors been given the correct information about your event and the
    facilities at your venue?
•  Do your staff or volunteers have enough knowledge about the event to be able
    to answer visitors’ questions?
•  Does your venue have adequate seating?
•  Have you considered not charging an entry fee, or charging a reduced fee, to
    people who are accompanying visitors with disabilities?
•  Does your venue welcome guide dogs?
•  Does your venue have clearly signed meeting points?

Publicity materials and signs:

•  Are the entrance to your venue and the toilets clearly signposted?
•  Is the text on your publicity materials and signs in 12 or 14 point, and in a plain font
    like Arial, Verdana or Tahoma, to make it easier to read?
•  Is the text on your publicity materials and signs dark on a light background?
•  Have you avoided using underlining and italics, and writing text in BLOCK
    CAPITALS?
•  Have you used short, simple sentences which don’t feature jargon?
•  Have you used images as well as text?
•  Have your targeted your marketing to try to reach a range of audiences e.g.
    community notice boards, community radio, local shops and cafes?

Financial accessibility:

•  Is your event free of charge, or have you provided clear information about the cost
    of attending your event?
•  Have you provided information about any ‘hidden’ costs e.g. parking, general
    admission?

It is also a good idea to check if

•  Your venue is welcoming to new visitors. For example, do your staff and volunteers
    provide a friendly welcome to visitors?; are your facilities clean and well looked after?
•  Your staff and volunteers have an open attitude to diversity



19

How will we know if our event has been a success?

You can find tips about this in the ‘Pass it on…’ section of this toolkit.

Timings

Create a timetable for the day so you know what activities are happening 
when, and what each member of staff or volunteer needs to do at specific 
times.  This timetable will help you ensure there are no major clashes between 
activities, and will mean everyone knows where they need to be, and what 
they need to do, throughout the event.  

Here is an example of a timetable for an event that is being held in two different 
spaces.  You might like to use this as a template for your event timetable.

Community Hall

CR to unlock hall

Staff and volunteers to arrive

RH to put up directional signs. 
TC, CR and TJ to help 
stallholders set up their stalls.

Band arriving now.  CR and TJ 
to help set up and sound check.

All stallholders should have 
arrived by now. RH to contact 
any stallholders who haven’t 
arrived.  TC to make sure 
everyone has an identity badge 
and has received a final briefing 
about the event.  

Event begins

Band performing now.

Refreshments to be served by 
CR and TJ.  TC and RH to help 
band pack away.

RH to draw raffle

Event finishes.  ALL to help pack away.

CR to lock up.

Time

8:25

8:30

8:30 

9:15

9:30

10:30

10:45

11:00

11:15

12:00

12:15

12:30

12:45

13:00

13:15

13:30

14:00

15:30

Garden

World War Two re-enactors 
arriving now.  TC and RH to 
help re-enactors set up. 

Re-enactors to lead activities – 
jiving, object handling, 
trying on uniforms
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Box of Tricks!

No event is complete without its Box of Tricks – a box full of handy items that 
you can use throughout the day.

You might want to include things like:

•  Sticky tape 
•  Stapler
•  Drawing pins
•  Masking / duct tape
•  Cable ties
•  Scissors 
•  Marker pens
•  Notebook and pen 
•  String 
•  Sticky notes and tape
•  Glue
•  Blu tack or white tack

Don’t forget to leave your mobile phone on during the event in case people 
need to contact you.
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Event Planner and Checklist

You might like to make use of our helpful checklist to help you think about the 
tasks you need to do and when you need to do them before, during and after 
your event.  This list can be decreased or increased, and timings changed, 
to suit the size and needs of your event.  Remember to tick tasks off when 
you’ve completed them.

Tasks
ONE YEAR TO GO
Start to organise your event – Set up your steering group
Consult the community
Decide on what event you are going to do (your aims)
Decide on a venue
Have an initial chat with your local Licensing Officer
Talk to your local Arts Officer and ask for help and advice
Think about how much money you’ll need to spend on your event and 
how you plan to raise it
Start raising money locally.  Think about sponsorship
Look into grants that are available – some grants take longer to process 
than others
Start looking into performers, workshop leaders, speakers etc

9 MONTHS TO GO
If you need to apply for any licenses, do so now
Shortlist any performers, workshop leaders etc
Provisionally book performers, workshop leaders etc
Inform police of your plans, especially if the event is outside
Check the availability of any equipment you might need
Start to apply for grants
If your event is outside, do a provisional site plan
Think about marketing and ticket sales

6 MONTHS TO GO
Confirm contracts with artists, performers, workshop leaders etc
Confirm funding
Make sure you are licensed, insured and legal
Do a budget
Confirm hire of equipment
Write and send your first press release about the event to the local 
press (see ‘Promote’ section for more information about press releases)
Start to contact any caterers etc
Contact St John Ambulance / The Red Cross regarding first aid at your event

3 MONTHS TO GO
Make sure artwork for posters and leaflets is ready
Write and send a second press release to the local press
Confirm caterers

2 MONTHS TO GO
Write and send a third press release to the local press
Print posters and leaflets

Tick when
complete
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1 MONTH TO GO
Distribute posters and leaflets
Final check on everything you have booked
Put up bunting at the venue

ON THE DAY OF YOUR EVENT
Be on site early and have the area set up at least one hour before your 
event starts
Carry out an inspection of the site and make a detailed safety check
Ensure you have a clearly signed information point for your visitors and 
your helpers
Display signage for toilets, lost/found children, first aid points and any 
other facilities/areas that need signposting
Make sure all facilities are sites as per your site map (see page 27).  
Ensure first aid facilities, fire extinguishers and any cash collection 
boxes are in place.  Check waste bins are where they should be
Ensure all structures have been erected safely.  If you have hired a 
marquee make sure that you have been given certification from the 
contractor that it has been erected safely.
Check that all vehicles have been removed from the site, and parked 
safely, before the public are admitted.
Ensure access and exit routes are clear and there is adequate 
circulation space
Check all barriers and protection from hazards are in place and there is 
no risk of falling from staging.
Make sure all your helpers have arrived, have been issued with 
instructions and have had the safety briefing.
Check that all the lighting is working.
If you have a public address system, make sure it’s working.
Make sure your mobile phone is charged and switched on.
Make sure you have the list of key contacts available.
It’s a good idea to have the following available in a folder (just in case 
you aren’t available):
•  Site plan
•  Event timetable
•  List of key contacts
•  Volunteer briefing document
•  Emergency plan
•  Risk Assessment
•  Fire Risk Assessment
•  Copies of forms e.g. photo consent forms

AFTER THE EVENT
Do another inspection to ensure that nothing has been left on site that 
can be hazardous to future users, including any damage which may 
have been caused during the event.
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Paperwork

The paperwork relating to an event can often seem very daunting, particularly 
if you have never held an event before.  We have provided information about 
different types of paperwork you may require, but it’s likely you won’t need to 
obtain all of it unless you’re holding a very large event.  

We hope these tips help you to understand what paperwork you require and 
how to obtain it.  Please note, this list is only intended to help you think about 
the paperwork you may require.  We strongly advise you to contact your local 
Council for more information and advice.

Is your event a small local event or larger event?

•  Small events are for people from your street or village; last no more than
one day; only affect minor roads at the most; do not affect traffic 
movements; are for no more than 500 people.

•  Larger events might mean busy roads need to be closed; are for more
than 500 people.  If you are planning a larger event, you might need to 
gain approval from your local Safety Advisory Group, and may require 
licenses for e.g. selling alcohol, playing music etc. Contact Norfolk County 
Council for more information on 0344 800 8020.  Make sure you obtain the 
necessary approval at least two months before your event.

Do you need a license?

•  Will your event include regulated entertainment, serving hot food or drink
between 11pm and 5am, or the sale of alcohol? Examples of regulated 
entertainment include a performance of a play, an exhibition of a film, an 
indoor sporting event, boxing or wrestling, a performance of live music, 
playing of recorded music, a dance performance, making music, dancing.  
If you answered yes to this question, it is likely you will need to obtain a 
single premises license or Temporary Event Notice.  Contact your Council’s 
licensing team for more information.  Make sure obtain licenses plenty of 
time before your event.

Do you need permission to hold a tombola or raffle?

•  If tombola/raffle tickets are being sold at your event and the prizes are not
    worth more than £500 in total you do not need permimssion.
•  If tombola/raffle tickets are being sold in advance of your event, or prizes
    are worth more than £50 in total you need a lottery registration. Speak to
    your local Council for advice.
•  Any proceeds from your tombola/raffle must go to a good cause – maybe a
    charity, or to your organisation.

Health and Safety

As the event organiser, you are responsible for health and safety at your event.  
Your visitors will expect that someone has taken time to think about their 
health, safety and well being while they are attending your event.
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Waste Management and Sanitary Arrangements

•  Are toilets located at the site of your event?  If not, or if you are holding a
    very large event, you may need to hire portable toilets.  Make sure you
    include the cost of these in your event budget.

Food Safety

•  Food often plays a vital part in the success of events.  Food safety is
important – you will need to ensure that any food served is safe – i.e. not 
harmful to human health.  Studies have shown that factors contributing to 
food poisoning are:
– Preparing large quantities of food too far in advance
– Incorrect food storage
– Poor personal hygiene of food handlers
– Not cooking the food thoroughly
– Cross contamination between raw and cooked food
– Food being prepared on surfaces that are not clean

•  If you wish to bring in a mobile caterer to your event, ensure they are
registered with the local authority.  Also ask to see the caterer’s food hygiene 
certification.

•  The following websites provide more information and advice about food
safety:
– Food Standards Agency http://www.food.gov.uk/
– NHS http://www.nhs.uk/Livewell/homehygiene/Pages/Homehygienehub.aspx

Do you need Public Liability Insurance?

•  You may need public liability insurance to cover you from claims made by
people who can prove that their accident or injury happened as a direct 
result of your negligence.  

•  If you organise an event, you will have responsibilities if anything goes
wrong.  These can arise because you may be hiring facilities, rooms and 
halls and the owners will make you responsible for damage to their property 
and any injury that may occur as a result of the activity you organising.  In 
order to protect yourself from the financial consequences of such events you 
need to ensure that you have the appropriate insurance in place.  

•  Event insurance is widely available.  Contact a reputable broker or insurer
    direct to arrange the cover you need.  

Local Police and Fire Service

•  Inform the police if your event will disrupt traffic.  
•  If you are holding a very large event, you may wish to ask your local police
    whether they can attend your event.  
•  Advise the fire service if your event includes fireworks, bonfires, lanterns,

barbeques, gas heaters etc.  The fire service will also be able to provide you 
with advice regarding fire safety at your event.
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Fire Risk Assessment 

•  All events must be covered by a Fire Risk Assessment (FRA) by law.  As
the event organiser, you must provide general fire precautions to protect 
people in case of fire in and around the premises you are using.  If you are 
hiring a venue, ask venue staff for a copy of the venue’s FRA, but as the 
event organiser, no matter what size of event you are holding, a written FRA 
is always advisable.  A useful FRA template can be found in the appendix of 
this toolkit.

Emergency Plan

•  Whatever the size of your event, it is a good idea to have an emergency
plan so that you have thought about what happens if:
– You need to cancel the event
– In case of medical emergencies
– Lost/found children
– Lost/found property
– Event evacuation
– Unexpected large numbers of people
– Bad weather

•  The plan needs to identity access points for emergency services, first
aid points, the locations of fire extinguishers, any police control points on 
site (if relevant) and contact details of the appointed first aider(s) and event 
coordinators.

Everyone working at your event should be briefed on the Emergency Plan and 
FRA and know what to look out for and what to do in emergency situations.

Road Closures

•  To close a road, you need a temporary traffic order.  Please contact Norfolk
County Council Highways Department for advice.  Applications need to be 
submitted to Norfolk County Council 5 – 6 weeks before the date of the road 
closure.

•  You need to tell people who will be affected by the road closures about
them. During the event, you need to display notices on site.  For larger 
events which close busy streets, you need to display copies of a S16A order 
(which can be obtained from Norfolk County Council - http://www.norfolk.
gov.uk/Travel_and_transport/Roads/Traffic_management/Highway_network_
management/Events_on_the_highway/index.htm) at each end of the road for 
35 days leading up to the road closure date.  

•  Remember that, even when closed, the road must be accessible to
     emergency vehicles.
•  Ensure you recruit paid or volunteer stewards who assist with traffic

management on the day.  The stewards must have the correct safety 
clothing, such as hi-vis jackets.
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First Aid

•  You need to arrange First Aid cover for your event.  There are no guidelines
about the number of first aiders you will require, and we suggest contacting 
your local branch of the Red Cross or St John’s Ambulance for advice.  

•  If you are running a small local event, you may be able to use trained first 
aiders from your group who can attend to incidents if they occur.  For larger 
events, you will require designated first aiders, which can be arranged 
through your local branch of the Red Cross or St John’s Ambulance.  Make 
sure you build the costs of providing First Aid cover into your overall event 
budget.  

Recording Incidents and Accidents

•  Make sure you record any incidents or accidents in a book.  This is
particularly important if you have Public Liability Insurance, but it is a good 
idea to keep a record whether or not you have this insurance.  An example 
of an accident report form can be found in the appendix. 

Safeguarding Children and Vulnerable Adults

•  It is important that your event provides a safe environment for vulnerable 
people such as children or older people.  Although this may seem daunting, 
creating a safe environment is not as difficult as it may seem, and there’s 
lots of people you can ask for advice along the way.

•  Unless your event is only for children, it is ultimately the responsibility 
of parents, or a responsible adult, to look after the children in their care.  
However, you should have a procedure for dealing with lost children and a 
Child/Vulnerable Adult Protection Policy.

•  The contents of your Child/Vulnerable Adult Protection Policy are up to 
you.  Although, looking at other groups’ policies may be useful, try not to 
copy what other groups have done, as the policy needs to be relevant to 
your group and event.  The policy should include procedures on what to do 
in case of a discovery or suspicion of abuse and also include guidance on 
how and when to report to the police and local authority social services.

•  ‘Action in Rural Sussex’ has produced an excellent guide for community 
groups about how to develop child protection policies and procedures. You 
can download a free copy of the guide here: http://www.ruralsussex.org.uk/
assets/assets/ActioninruralSussex-HowtoDevelopChildProtectionPoliciesandP
rocedures.pdf
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Risk Assessment

•  A risk assessment is essential no matter or large or small your event is.  
Risk assessments describe potential risks, how dangerous they are, and 
what action you will take to reduce these risks.  Your risk assessment will 
help you establish the number of people needed to help you deliver a safe 
and successful event.  There is an example of a risk assessment in the 
appendix.

•  To create your risk assessment, you need to think about every aspect your 
event and the potential hazards that may occur.  A hazard is something 
with the potential to cause injury or ill health.  Hazards could include (but 
are not limited to) fire, injuries, electricity, trailing cables, bad weather 
and strangers.  Try to keep things in perspective – try not to worry about 
hazards that might cause very minor injuries.  Remember that it is 
sometimes impossible to completely eliminate a risk; just make sure you do 
all you can to minimize risks.

•  Risk assessments should be reviewed on a yearly basis.  
•  More information about risk assessments can be found here: 
    www.hse.gov.uk/risk/fivesteps.htm

Site Map

•  You might find it useful to create a map of the site to help everyone 
understand the site layout and to support planning for the unlikely event 
of an emergency.  You should consider things like entry and exit points, 
emergency routes, emergency points, power point locations, spaces for 
performers, stall holders and visitors, hard surface areas, and the location of 
toilets.

Think Green!

Try to make your event as green as possible.  Here are some ideas for how 
you can achieve this:

•  Support local businesses when hiring or purchasing equipment and
    services.
•  Hold your event somewhere easy to access by public transport, walking, or
    by bike.
•  If you are using green spaces, think about the wildlife living in that space.
•  Consider how much paper you require, and how to minimise use.
•  Use recycled products where possible.
•  Think about how you are going to deal with waste disposal and rubbish
    clearance both during and after your event.
•  Consider noise pollution, for example, only use a PA system where you
    need to.

More Information

•  You can contact Norfolk County Council for more information about 
licenses, road closures, any aspect of health and safety or risk assessments: 
Call the Council’s Customer Service Centre – 0344 800 8009 – or email 
information@norfolk.gov.uk to be directed to the relevant department.
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keithwhitmore.co.uk
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Promote

This section contains tips and advice about how to publicise your project so 
that lots of people get to know about it.  Think about who your target audience 
is and how best to communicate with them.  Consider where they go and 
how they like to receive information.  For example, older people may prefer to 
communicate in different ways to teenagers.  

Selling your Activity: Title and Description

Try to come up with a title for your event, exhibition or project that gives 
potential visitors a flavour of what you are doing, so people will want to find out 
more! Consider making your title more ‘active’ by using words like, “explore” 
and “discover”.  

The description of your activity should explain what visitors can expect.  
Try to include words which will make people want to take part in, or visit, 
your activity, for example, “unique”, “explore”, “fascinating”, “stunning”, 
“discover”, “entertain”, “amaze”, “mysterious”.  Make sure you include 
details of start and end times (if relevant), location, admission price (if 
relevant) and contact details.  If your activity is aimed at a particular audience, 
you might want to include this information too.  

When you have your brilliant title and description, you need to promote your 
event as widely as you can.  Promotion through your local media and publicity 
materials are a great way to spread the word. 

Events Listings

•  Send details of your event to local papers, radio stations and ‘what to do’ 
websites.  These sites may have a strict word limit, so think about how to 
describe your event in a few words.

•  Search for your local radio station and newspaper online to see if they 
    accept event listings.
•  Listings sites for Norfolk include:
– Visit Norfolk: http://www.visitnorfolk.co.uk/things-to-do-norfolk/whats-on.aspx
– BBC Radio Norfolk: http://news.bbc.co.uk/local/norfolk/hi/things_to_do/
newsid_8097000/8097601.stm
– Eastern Daily Press: http://www.edp24.co.uk/what-s-on/submit-a-listing
– Norfolk PR: http://norfolkpr.co.uk/
– My Norfolk Guide: http://www.mynorfolkguide.co.uk/index.php/events/

Local Media
 
•  Make use of existing contacts in the media if you have them.  If not, 

research your local media (e.g. newspapers, magazines, what’s on guides, 
radio) to find contacts.

•  Before contacting journalists, read their publication or listen to their radio 
show to find out what sort of stories they might be interested in, so you can 
tailor your story accordingly.  

•  Journalists like stories that include a human interest angle so include this if 
you can.  For example, does one of your volunteers have a lifelong interest 
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in the topic your event is about?  
•  Check what the deadlines are for your local media, and make sure you stick
    to them.  
•  Your press release should include visitor information and a quote if you can.  
    A press release template can be found in the appendix of this toolkit.
•  Most journalists prefer to receive information via email.  As some 

organisations’ email systems don’t like attachments, place the press release 
in the body of the email, rather than attaching it as a separate document.

•  If you can, include a relevant, high-resolution image (such as a JPEG or 
GIF) with your press release.  Journalists and picture editors particularly 
like images which feature people.  Make sure you have permission to use 
images of individuals before sending them to the press.  Images should be 
at least 300dpi and about A5 size.  Email images one by one, rather than 
altogether, so the email is not too large.  Make sure you send the journalist 
as many of the following details as you can for each image: Caption, title, 
date, name of photographer and copyright restrictions.  

•  If appropriate, you could organise a photo call, inviting the local media 
to take a photograph that publicises your activity.  You could arrange for 
someone from your organisation to take photos too, so you have a record of 
the event.  A photo call template can be found in the appendix.  

•  Keep a note of who you’ve sent press releases and photo calls to and follow 
up a couple of days later with a phone call to see if they are interested in 
covering your event.

•  Identify someone in your organisation who is well briefed on your activity 
and happy to speak to the media in case you get approached to do a radio 
or TV interview.  

•  Invite someone from the press along to cover your event.  A piece in the 
press after your event has taken place is a great way to tell lots of people 
how well it went and what happened.

Photographs

If you intend to invite a member of the press to your event to take 
photographs, or if you’d like to take your own photos, make sure individuals 
you take photos of know that you’re doing this, why you’re doing it, and where 
it may be seen.  You need parental consent before taking a picture of a child 
up to the age of 18.  A copy of a parental consent form can be found in the 
appendix of this toolkit.

What should we include?

When preparing any type of publicity material, whether it is a radio interview, 
press release, poster or article, always make sure you mention the following:

•  Where the event is happening (plus how to get there if hard to find)
•  When the event is happening (date and time)
•  Why the event is taking place 
•  Three key things you want people to know about your event.   Here are 

some examples: It’s free to attend, it’s for families, an up-and-coming band 
are going to perform, a local expert is going to talk about WW2.  You should 
refer to these 3 key things in press releases and during interviews about 
your event to make sure your message gets across to people.
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•  Cost of the event (is there an entrance fee / will activities cost visitors
    anything?)
•  Who the organisers are (logo or thank you message)
•  Who the funders / sponsors are (logo or thank you message)

Publicity Materials

•  Use simple, accessible language.  Try to avoid using jargon.  
•  Write in a friendly, inviting tone, using active language which makes people
    want to find out more.
•  Where possible, use a clear font, such as Arial, Verdana or Tahoma, which 

is easy to read. Include images if you can.  Make sure the images are high-
resolution so they are not pixellated.  

•  Include information about the date, time, venue and cost, as well as your
    contact details, including your website if you have one.
•  Make sure you include any logos you need to, for example, your
    organisation’s logo and logos of any funders or sponsors.
•  If you only have a limited budget for designing publicity materials, consider 

recruiting a volunteer who’s studying for a relevant qualification (e.g. 
Graphic Design) to design something for you on a voluntary basis.  Allow the 
volunteer to keep a copy of their work so they can put it in their portfolio. 
You could offer to pay travel expenses (if applicable) if you are able.

Distribution Tips

Once all the marketing materials have been printed, the next thing to think 
about is distribution.   Here are our suggestions for how you can distribute 
flyers and posters cheaply and effectively:

•  Make a list of places in your local area that you are going to give flyers 
and/or posters to.  These might include libraries, community centres, cafes, 
shops, leisure centres, museums and tourist information centres.  You 
might want to spread the load by recruiting a group of local volunteers who 
are all responsible for distributing flyers to venues. 

•  If you have a willing team of volunteers, try handing out flyers in a busy 
place in your local area – perhaps a town centre or shopping centre.

•  Ask your local school if they are able to give flyers to pupils.

Word of Mouth

Talking to people about your event and asking them to tell family and friends 
is often one of the most effective ways in which you can promote your event.  
Make sure you talk in an enthusiastic way about your event, and speak to as 
many people as you can! 

Social Media

•  If your group has a social media presence, use it to publicise your event.  If 
not, why not take the opportunity to start using social media to promote your 
group?  Social media is free to use and a really great way to talk to visitors 
and potential visitors.  You could:
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– Create a Facebook event page and invite friends to join
– Create a Twitter account so you can tweet about the event as it happens
– Create a Flickr account where you can upload photos of your event

•  Add an event banner to your usual email signature.
•  Send an email about your event to all your contacts.
•  Enquire about promotional opportunities at the venue you’re hiring (if 
    relevant).  They might like to put your event on their social media sites.

Website

Make sure you include information about your activity on your website.  If 
you don’t have a website, you could set up a basic site using a free site like 
WordPress (www.wordpress.com).  

If you would like to learn more about using WordPress, why not attend one 
of the Norfolk Library and Information Service’s free WordPress training 
sessions?  Training is available in various libraries around Norfolk and, once 
you have set up a free WordPress site, it is free to run, and your group will 
have complete control of the site.  You don’t have to be a large group, but 
a minimum of two people are needed per group for the training. Some 
computer skills are needed, knowledge of the internet, plus a web-based 
email address.

The Norfolk’s American Connections site was made in WordPress.  Take a 
look to see what it’s like – www.norfolksamericanconnections.com

For more information, please contact 
Eileen Brock on eileen.brock@norfolk.gov.uk or 07818 016012.
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Pass It On…

Evaluating your event is a great way to understand all the ways in which 
your event was a success and the things that could have gone a little better.  
You can use this information to plan for future events, share it with your 
community group and, if relevant, organisations that helped fund your event.  

Evaluation needs to be part of your project from the beginning.  While 
planning your event take the time to think about what you’re going to evaluate 
and how you’re going to do this.

Some Myths about Evaluation

•  It takes a really long time!
•  It’s difficult!
•  It’s boring!

Myth Breaking

•  You can make the evaluation process as large or small as you want 
depending on how much time you have.  You just need to ask the right 
questions to get the answers you require to help you make judgements 
about your event.  

•  The best evaluation is simple.  There’s no need to ask lots of questions or to
    use complicated methods of evaluation.  Do whatever works for you.
•  Evaluation needn’t be an onerous task; actually, it can be fun!  It’s 

interesting to find out what people think about your event and receiving lots 
of good comments is uplifting for everyone who’s been involved.  Even bad 
comments are useful as they mean that you can understand what might 
have gone wrong and make improvements in the future.

What should we ask?

•  In section 1, you thought about the aims of your event.  Your evaluation 
should test whether these aims have been met.  

•  Ask people for their opinions about your event – what went well and why?, 
    what could have been improved and why? etc
•  You might want to collect demographic information to help you discover 

more about the people who came to your event, for example age group, 
post code.

What makes a ‘good’ question?

•  Make sure your question is easy to understand and not open to 
interpretation.  This will ensure people tell you what you need to know.  If 
you have time, you might consider testing questions out on friends to make 
sure they are easy to understand.

•  Use simple language and short sentences.
•  Ask one question at a time – don’t roll several questions into one.
•  Use a mixture of open and closed questions.  Open questions ask for 

unstructured responses e.g. Describe how the event made you feel.  Closed 
questions ask for yes or no answers e.g. Did you enjoy the event?
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Examples of Methods of Evaluation 

There are all sorts of ways in which to evaluate your event.  We’ve listed four 
that are simple and effective:  

Questionnaires

•  Questionnaires are an excellent way to find out lots about what people 
    thought of your event.  
•  Try to fit your questionnaire onto one side of A4 at the very most (better 

if it’s one side of A5).  Only ask the questions you need to ask and make 
sure you include some closed questions so it doesn’t take people too long to 
complete your questionnaire.

•  Make sure your questionnaire contains a short, 2 or 3 line introduction 
which explains why you’re collecting information and what you’re going to 
do with it e.g. use it to improve future events.  You should also include a 
thank you note at the end.

•  Include instructions about what people need to do with the questionnaire 
once it’s complete, e.g. put it in a box, hand it to a volunteer during or after 
the event.

•  You could have a weblink that people could access to fill out an online 
survey during or the event.  You can create online surveys for free using 
websites such as Survey Monkey (www.surveymonkey.com) or Kwik Surveys 
(http://kwiksurveys.com).  

Comments Book

•  Comments books are a simple way to collect information from visitors.  You 
might place a comment book at the exit of your event for people to write in.

•  Rather than allowing visitors to write anything about your event (e.g. 
“Excellent” or “I had fun”), consider asking visitors a specific question, 
perhaps ‘Use one word to describe this event’.

•  Remember to keep checking to make sure there are enough pens for   
    people to use.

Graffiti Wall

•  Graffiti walls are very similar to comments books but allow visitors to be 
more active.  You don’t need to ask people to write on the walls of your 
venue – you might stick up a big piece of paper and ask visitors to write 
comments on it, or encourage visitors to leave comments on post-it notes 
and stick them to a wall.

•  Graffiti walls may appeal more to children than traditional comments books 
so could be a useful method to evaluate events for children or families.

•  Again, rather than asking visitors to write anything they’d like, you might 
consider asking them to answer a specific question which helps you find 
out the exact information you need to.  

•  Some visitors might draw a picture rather than write.  For example, they 
might draw a happy or sad face to show how much they’ve enjoyed the 
event.  Although it’s harder to interpret pictures than words, when analysing 
pictures you just need to interpret them as best you can and not worry if 
you can’t interpret all of them.  
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Meetings

•  A meeting with people who helped at the event provides an excellent 
opportunity to discuss what went well, what could have been improved and 
lessons for the future.  

•  The meeting could include helpers feeding back comments from visitors, 
as visitors are likely to talk to helpers about their experience in passing.  
You might consider asking event helpers to make a note of interesting 
comments during the event.  

Encourage as Many Visitors as Possible to Give You Their Feedback

It’s not always easy to encourage visitors to give feedback, particularly at an 
event when they’d rather be having fun!  

•  Consider recruiting a couple of volunteers who’ll be responsible for asking
    visitors to complete questionnaires, comments books etc.  
•  If you can afford it, you might want to offer an incentive for completing the 

questionnaire e.g. completed questionnaires could go in a draw to win a 
prize.  

•  You might want to use a couple of evaluation methods, one more time 
consuming than the other, so if people don’t have time to, for example, 
complete a questionnaire, they might still give you their feedback via a 
graffiti wall.

Data Protection

•  Don’t ask for any information that requires people to give you their name 
    and address or any other identifiable personal data.

Analysing Feedback

•  Once you’ve collected feedback, it’s time to analyse it to discover what 
people have said about your event.

•  Don’t be overwhelmed by this task.  If you have lots of comments or 
questionnaires to analyse, start by looking briefly at feedback and making a 
note of recurring themes e.g. what is the most common thing people have 
said about the event?, have they learnt about a particular topic?.  Once 
you’ve done this, you can look at feedback in-depth knowing that you’re 
already familiar with the gist of what’s been said.

•  You may find it useful to put all the feedback into a spreadsheet (for 
example, using Excel) so you can clearly see what responses have been 
to each question on a questionnaire, or what’s been written in a comment 
book.  
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Sharing Your Findings

Perhaps the most important part of the evaluation process comes at the 
end.  Evaluation is no use to anyone if it sits in a drawer unread!  Make sure 
you discuss your findings so that you can learn from them in the future.  
Your event might have had no hiccups – it’s still important to discuss why 
everything went so well.  Here are a few ideas for ways in which you might 
share your findings.  Choose the one that is most appropriate for your group 
and for the people that you’re sharing your findings with.  

Dos and Don’ts Documents

•  Use your findings to write ‘Dos and don’ts’ documents, which show what 
you will, and will not, do for events in the future based on your experience 
of this event.  Think about what went well, and what didn’t go so well, in 
the event you’ve just organised.  For example, you might have found that 
placing a donations bucket at the exit encouraged people to donate money 
to your group so you’ll do this again in the future, or you might decide to 
start future events at 10am, rather than 11am, as people told you they’d 
have preferred an earlier start.  

•  You could share these findings with members of your group by discussing 
them with group members, sticking them on your group’s notice board, or 
filing them in an events folder.

Presentation

•  Presentations are a great way of sharing evaluation of your event with 
your group, or, if applicable, your funders, as long as you are able to gather 
everyone together for the presentation.

•  Make sure your presentation contains key information about your findings, 
for example, number of people who attended your event, overall feedback 
about your event, cost of your event.  

•  People don’t like being talked at for very long periods of time.  Keep your 
presentation concise and to-the-point, and consider talking for no longer 
than 20 minutes.

•  Allow your audience to ask questions at the end of your presentation.
•  You might like to create slides to help illustrate your presentation.  You 

could use PowerPoint, or, if you’re very confident with technology, you might 
like to use an online presentation program like Prezi (http://prezi.com/) or 
Sliderocket (www.sliderocket.com).  

Written Report

•  Written reports are another great way of sharing evaluation of your event, 
and can be sent to group members and, if applicable, your funders, for 
people to read in their own time.

•  The report doesn’t have to be very long; it just needs to contain all the key 
    information you want people to know about your event.  
•  If you want to write a detailed report, consider breaking it down into 
    sections to help people navigate through it.  Sections could be:
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– Introduction – Overview, and the aims of, your event
– Findings – Key findings from your evaluation.  You might want to include 
quotes from visitors to back-up your findings.  
– Recommendations – Explain what you will do in the future based on your 
findings (like the ‘dos and don’ts document).
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Appendix

This appendix contains examples of documents that you might find useful 
when planning your event.  

Contractor Agreement Template

Contact information of contractor: 

Contact information of event organiser: 

Outline of work contractor has agreed to provide: 

Date and time:

Equipment preferences: Please tick to let us know what equipment you would 
like us to provide.

Projector and screen
Tables             How many? _______
Chairs             How many? _______
PA system

Additional equipment or resources (e.g. handouts, materials) provided by the 
freelancer: 

Pay and Expenses: 

[Name of your organisation or group] will pay [name of contractor ] [amount ], 
as well as the following expenses e.g. travel, parking [amount ]

Payment will be given to the contractor upon receipt of an invoice after the 
event.

Cancellation:

This agreement may be terminated at no cost to either party upon 15 days 
advance written notice.  

In such an event, [name of your organisation or group] and [name of contractor 
] shall attempt to reschedule the performance for another mutually convenient 
date and time. If rescheduling is not possible, then this agreement shall 
become null and void.  In such an event, [name of your organisation or group] 
and [name of contractor] shall have any other or further obligation to the other.

Contractor: Signature:     Date:                   

Event Contact: Signature:     Date: 
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Fire Risk Assessment Checklist

1.  Identify any possible fire hazards relating to your event e.g. naked flames, 
heaters, electrical equipment, storage cupboards full of paperwork, empty 
cardboard boxes stacked against a wall, smoking areas, clogged up 
ventilation or extraction systems, lights and lighting equipment, portable 
electrical equipment.

2.  Identify who will be at risk e.g. staff, volunteers, visitors, contractors.
3.  Look at the hazards you have found and the people who are at risk and 

think about what steps you can take to reduce the chances of any of these 
hazards actually resulting in a fire. Then think about what would happen 
if they did result in a fire and what you could do to help protect the people 
you have identified. You need to have a plan of actions you will take to either 
reduce each risk to an acceptable level, or preferably get rid of it altogether.

4.  Record details of the above on a table.
5.  Review your Fire Risk Assessment at regular intervals in case there is a 

change in circumstances.
6.  For help and advice, you might want to visit this Fire Risk Assessment 

website: http://www.fire-riskassessment.com/

Hazard

Assessor:

Signature of Assessor:

Premises that are being assessed:

Name of organisation:

Fire Risk Assessment Form

People
affected Existing controls Tick when

complete
Further action

needed

Date: Review due:
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Accident Report Form

To be completed by the injured person, their representative or the event organiser.

Please tick as appropriate:  Accident  □    Dangerous Occurrence  □    
Near Miss  □
Details of injured person (to be completed by the injured person or their 
representative where possible):

Full name:      

Home address:      

Telephone number:      

Accident record (to be completed by the injured person or their representative 
where possible):

What happened?      

When did it happen?  Date:                   Time:      

Where did it happen?      

How did it happen?      

Was there an injury?  If so, please give details      

Treatment detail (to be completed by First Aider or event organiser):

Was First Aid (please tick):  Accepted □  Refused □  
Advised to attend hospital/GP □  Not applicable □
Brief details of First Aid given:      

First Aider’s name:      

Was the injured person sent to hospital?: Yes □  No □  

Hospital details (if applicable):      

Signature of injured person:          Signature of representative:      

If you are a representative of the injured person, please complete the 
information below:

Full name:                                 Relationship to injured person:      

Telephone number:      
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Risk Assessment Template

Risk assessment completed by: [Name of assessor]   Date: [Date of assessment]   
Review date: [Usually one year from the date of assessment]

Event:
Location:

1. Identify potential hazards
2. Identify the potential outcome of the hazard (value a) and its likelihood 

(value b) and give a numerical value.  Multiply values a and b to find the 
risk rating of the hazard.

3. If the risk rating is medium or high, write what action you will take to reduce
the risk of the hazard.  If it is not possible to reduce the risk, don’t continue 
with your event.

Minor injury

Injury needing medical attention

Injury – off work/school 5 days

Serious injury/long term sickness

Fatality

Potential Outcome

1

2

3

4

5

Value

Risk Rating

Unlikely

Low possibility

Possible

Probable

Near certainty

Likelihood

1

2

3

4

5

Value

Low: 1 – 5 Medium: 6 – 11 High: 12+

New Risk
Rating

Risk
RatingLikelihood ControlsPotential

Outcome
There is a
risk of... 

- All equipment 
and leads to be 
safety positioned

- All walkways to
remain clear

- Spillages to be 
cleaned quickly

- First Aid kit 
located in the 
kitchen

People 
tripping over 
at the event

Injuries from 
handling 
heavy items

- No heavy items 
to be lifted by one 
person

- Use a trolley if 
possible

- Bend knees, 
keep back 
straight when 
lifting 

4 3 4 x 3 = 12
(HIGH)

4 x 1 = 4
(LOW)

5 2 5 x 2 = 10
(MED)

5 x 1 = 5
(LOW)
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Press Release Template

MEDIA RELEASE
[Date]
For immediate release / For release on [date]
 
Short, interesting headline
 
First paragraph: Key information about your event e.g. what’s happening, when 
it’s happening.  No more than 2/3 short sentences.
 
Second paragraph: Information about the context of your event e.g. is it 
happening as part of a wider project like the Norfolk ’s American Connections 
project, or because you want to raise money for your group?
 
Third paragraph: Brief information about your group and, if applicable, the 
wider project your event is part of.
 
Fourth paragraph: Explain where people can find out further information e.g. 
from your website, or by calling the event organiser.

Notes to editors:

Photo Call Template

PHOTO CALL
[Date]
 
Photocall invite – [Name of event]

Venue: [Name and address of venue]

Date and Time: [Date and time of event]

Details: [Brief details about your event]

The programme will be as follows:  [Include the timetable for your event so 
journalists know the best time to come to your event]

For more information please contact: [Event organiser and contact details]

Notes to editors: 
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Notes to editors: Use this space to include information about your event 
that might be of interest to journalists, but doesn’t need to go in your main 
press release e.g. more detailed background information about your group, 
information about the funders of your event.  Here’s an example:
 
Example: Norfolk ’s American Connections is a Heritage Lottery Funded project 
being led by Norfolk County Council Cultural Services, 2nd Air Division 
Memorial Library, South Norfolk Council and The Garage with community 
partners across Norfolk.  The project aims to provide residents of, and visitors 
to, Norfolk with the opportunity to experience, understand and learn more 
about the long-standing cultural and historical links between Norfolk and 
North America, and how these have shaped communities on both sides of the 
Atlantic.  For more information, please visit 
www.norfolksamericanconnections.com



45

Photography Consent Form Template

[Name of group] recognises the need to ensure the welfare and safety of all 
young and vulnerable people who participate in our activities.  We will not 
permit photographs, video, or other images of children/young people to be 
taken without the consent of parents or carers.

Any images or film taken during activities and events will remain the property 
of [name of group] and will be used for the promotion of the organisations 
and their activities.  Your child/ward’s contact details will remain strictly 
confidential.

I permit [name of group] to use photographs of my child/ward 

(name) ____________________________________
in publications and publicity material, and on [name of group]’s website.

In order to publicise our activities in the media, we occasionally invite 
television and/or radio programmes to film and/or record at our events.  Films 
and/or recordings and/or quotes will be used in the media (print, TV, radio, 
internet or similar) on a not-for-profit basis.  Your child/ward’s contact details 
will remain strictly confidential.

I permit [name of group] to use film footage, oral recordings and media 

quotes of/from my child/ward (name) ________________________________
in the media (print, radio, TV, internet or similar) on a not-for-profit basis. 

Children/wards will be identified on a first name only basis.  Family names will 
only be used where express permission has been sought.

Name of parent/guardian: 

………………………………………………………………………………………

Contact number: 

………………………………………………………………………………………

Email address:……………………………………………………………..

Signed: …………………………………………… 

Date: ……………………………….…………
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