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Planning an Event

Purpose
This guide provides practical steps for planning and delivering successful events, ensuring
compliance with UK regulations and best practice.

Set Clear Objectives
- Define the purpose of the event (e.g., fundraising, awareness, community engagement)
- Identify your target audience

Create a Plan and Delegate

- Develop a detailed action plan with deadlines and responsibilities

- Form a core organising group for coordination

- Delegate tasks to volunteers and consider partnerships with other organisations

Practical Considerations

- Health & Safety: Complete a risk assessment

- Licensing & Permissions: Check if permits are required

- First Aid: Arrange trained personnel and visible first aid points

- Transport & Access: Ensure parking, signage, and accessibility for all
- Children’s Safety: Clarify supervision requirements

- Photography & Media: Obtain consent and display notices

- Insurance: Secure public liability insurance

-Venue & Equipment: Confirm bookings and hire necessary items

Budgeting

- Prepare a realistic budget covering venue, publicity, equipment, insurance, first aid, and
other costs

- Ensure projected income exceeds expenditure

- Explore grants and alternative funding sources

Publicity
- Identify your audience and choose suitable channels (social media, flyers, local press)
- Promote early to maximise attendance

Before the Event

- Conduct a full run-through

- Confirm roles and responsibilities

- Ensure risk assessments, consent forms, and equipment are ready
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On the Day
- Support volunteers and manage breaks

- Capture photos and feedback
- Safeguard any money collected

After the Event
- Thank participants and volunteers
- Calculate funds raised

- Hold a debrief to identify lessons learned

Implementation Checklist
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Action

Responsible Person

Deadline

Define objectives

Prepare action plan

Complete risk
assessment

Secure venue and
equipment

Arrange insurance and
first aid

Promote event

Conduct run-through

Manage event day

Complete post-event
tasks

Event Planning Template

Risk
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Task

Responsible Person

Deadline

Confirm objectives

Book venue

Prepare budget

Arrange insurance

Complete risk
assessment

Promote event

Organise volunteers

Conduct run-through

Post-event debrief

Assessment Template

Hazard

Risk Level

Action
Required

Responsible
Person

Completion
Date

Slippery floors

Trailing wires

Crowd
congestion
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Fire exits
blocked
First aid
provision
missing
Electrical
equipment
faults

Useful UK Resources

- Resource Centre Event Planning Checklist:
https://www.resourcecentre.org.uk/information/event-planning-checklist/

- Charity Commission Insurance Guidance:
https://www.gov.uk/government/publications/charities-and-insurance-cc49/charities-and-

insurance
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