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Event planning checklist

Prior to one week in advance

· Event request form completed and confirmed by host organisation
· Event in Calendar
· Relevant people informed and invited
· Discussion with event host to agree format
· Post the event on your borrowing platform and social media e.g. facebook Event
· Comms templates drafted and agreed
· Social media / comms channels agreed
· Volunteer recruitment initiated – provide as many details as possible
· Make a list of things you will need on the day and source them e.g. batteries, pens, clip boards, posters, flyers, toy stuffing, craft items, QR codes, forms etc.
· Agree items required for van
· Get quotes for any printing / resources
· Public Liability Certificate sent to host / partner if necessary

Min. one week in advance

· Publish event on borrowing platform and social media
· Confirm attendance of volunteers etc.
· Start comms on social media
· Briefing document completed to include date, start and end time, location, lead contact details, parking, outline of event. (See example overleaf)
· Volunteers sent briefing note
· Risk assessments completed where necessary
· If refreshments are being provided – check for dietary requirements
· Print any flyers / posters etc.

1-2 days in advance

· Check vehicle fuel / battery levels, tyres etc.
· Check Benthyg items to be checked in/out on Lend Engine dashboard
· Ensure correct items are in van
· Check that van inventory is complete
· Contact volunteers to double check attendance / issues
· Contact event host to check everything is ready
· Ensure you have contact details ready – a list or saved in your phone



On the Day

· Risk assessment
· Safety briefing if necessary
· Refreshments for volunteers
· Social media posts
· Keep a log of data for targets
· Check photo permissions with volunteers and attendees – get forms signed if children are attending where appropriate
· Take photos

After the Event

· Thank hosts and volunteers
· Social media summary of the event
· Collate any data e.g. sign up sheets, donation forms
· Enter data into target tracker e.g. people attended, people engaged etc.
· Save photos
· Follow up any contacts made / requests for information
· Event summary for partners
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Example volunteer briefing notes:


VOLUNTEER INFORMATION:
 
Thank you for offering your time and expertise to make this event a success.  Here are some details about the event but if you have any questions, please do not hesitate to get in touch. 
 
EVENT: This is the link to our event – xxxxxxxxx . Please could you share it with friends and family on social media?

Include other information about the event e.g. who will be attending, what is happening, what to expect  

TIME: xam - xpm (but please arrive at least 10 minutes early to set up)
 
LOCATION: Address and postcode (alternative sat nav details)

PARKING: Free / limited parking is located: xxx

ROOM:  Room x on the ground floor / upstairs

REFRESHMENTS: We will keep you hydrated and provide some biscuits / There is a café on site and you can choose a free sandwich of your choice.

OTHER INFORMATION:

Include other useful information such as dress advice, equipment provided etc.

CONTACT ON THE DAY: Name and phone number
 





