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Introduction

The aim of this guide is to help you to think throgh

all the things you need to do to plan targe event for
children and young people. This guide is exible ad
can be used in either a residential or non-resideat
context (if you are planning a smaller residentiavent
you may nd it useful to see our other guide to planing
a residential event for children and young people).

Some large events may have 100 attendees; others may
have thousands. Events with smaller numbers could

still be classed as large, as this depends on the nature
of the event.
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Starting out i1

distributed through named contacts. Decide who is
going to be responsible for the children/young people
in attendance, as this a ects consent and safeguarding
policies (the organisers of Soul Survivor, for example,
are not responsible for checking individual consent.
However, in the case of a district and/or a circuit event,
the organisers may decide to hold all the consent
forms).

Make sure the venue you have chosen is adequate

for the proposed event. Do not forget to consider the
impact on the local community; how easy it will be for
people to get to the venue and any car parking issues.
Consider the suitability of the venue and any

existing hazards such as water hazards or overhead
power lines, which may be on the site. Consider
whether or not emergency routes will be adequate. Also
consider the environmental impact of travelling to the
event and ways this could be limited.

Decide on the type of activities to be held. Will there be
any speci ¢ hazards related to these activities, such as
injury risks at sports competitions? If possible also try
to establish the size of the proposed event and whether
or not an entrance fee will be charged.

Consider the time of year and the consequences of
extreme weather conditions at an outside event, such
as increased slip hazards in wet weather or the possi-
bility of sunstroke and/or dehydration in hot weather.
Also consider the day of the week and the time slot that
the event is intended for, and any issues that may arise
from them, such as ease of travel, noise etc — especially
for larger events. You may also need to arrange lighting
for an evening function. Large events should not clash
with any other major events in the area. For smaller
events it is also necessary to consider iffhow major
events will impact your event, eg increased road tra c

or road closures.

Identify the aims of the event and the age group you
are targeting. Speci c facilities may be required to
accommodate them or additional stewards to ensure
adequate safety standards are maintained. Also ensure
that the appropriate adult-to-child ratios are met. Set

a realistic maximum number who can attend. If it

is appropriate, print numbered tickets to be sold or
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Detailed plannin

9

give yourself as much time as

possible to organise the event

Planning group.

Set out the proposed timescale and give

Draw up and maintain a comprehensive
event plan. to download the event
planning document. This should include all your health
and safety arrangements. Once you have resolved
all the issues referred to above, keep records of the
proposals as a formal plan for the event. This will help
you when carrying out your risk assessments.

The maximum number of
people the event, and speci ¢ venues, can safely hold
must be established. This may be reduced dependent
upon the activities being planned. The numbers of
people attending the event may have to be counted on
entry to prevent overcrowding.

Remember that particular attractions (eg a pop star or
band) may draw large numbers of visitors. It will also
be necessary to establish a crowd pro le to assist in
stewarding and crowd control.

yourself as much time as possible to organise the event.

You may need as much as 9-12 months planning for big
events. Some specialist advice may be required, and
special permission could take time.

You may need to allow time for any licenses needed to
be granted. The earlier planning commences the better;
as a minimum you should allow 12 weeks. Don't forget
that summer can be a very busy time.
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Detailed planning i1

Make sure you have adequate insurance
for the nature and size of your event. A starting point
would be to contact your church insurers.

You will need to create a budget document
that outlines the costs associated with the event and
the income that is expected. For further details

to download the Budget Guidance.

Contact the emergency services and
your local council about the proposed event as soon
as possible by completing and returning the event
noti cation form. Decide what additional information
is required regarding speci ¢ activities and make
contact with the local authority and/or the relevant
organisations.

Draw up a formal plan identifying the
position of all the intended attractions and facilities.
Plan out and designate the entrance and exit points,
circulation routes, vehicle access and emergency
evacuation paths.

A formal plan should be established

to deal with any emergency situations

A formal plan should be
established to deal with any emergency situations that
may arise during the event. The complexity of this will
depend upon the size and nature of the event.

You may have to liaise with the emergency services,
local hospitals and the local authority emergency
planning o cer and create a planning team to consider
all potential major incidents and how you would deal
with them. You will also need to consider who will
manage the emergency and liaise with the emergency
services should an emergency occur.

You will also need to ensure that all those involved in
the event are aware of the emergency plan and what to
do. The Safety Advisory Group may organise a tabletop
exercise to test your emergency plan prior to the event.

to download information on planning for
incidents.
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Detailed planning i1

Poor ground conditions can create

an instant danger to vehicles

All events must follow
Methodist Safeguarding guidelines. For larger events
you will need to comply with guidance particularly
the Code of Practice for Outdoor Events (published
by the National Outdoor Events Association), which
gives advice on structures, marquees, tents and
electrical matters. The HSE'Event Safety Guideas also
a very useful reference document

Poor
ground conditions can create an instant danger to
vehicle and pedestrian tra c. Be aware of potential
problem areas such as steep hills or water hazariisu
should consider providing a four-wheel drive vehicler
tractor to assist participants whose vehicles areegted
and a wheel wash to prevent transfer of mud fromeh
site to the highway. The employment of professional
private contractors to undertake vehicle parking athon-
site management could relieve you of much work.

Consider the implications on
the event of extreme weather conditions. Will the event
be cancelled? Could specialist matting be hired in at
short notice, and if so from who? Or could the event be
moved to an alternative inside venue?

This will involve a lot of planning and may be very
complex for anything other than the smallest of events.
There could also be other scenarios which should be Evaluation
planned for, such as dealing with a disappointed crowd
if the main attraction has not turned up.

§) @ children&ysith



Policies and Speci ¢ i1

Requirements

Your risk assessment will be
the key document to ensuring the safe planning of
your event. It involves a careful examination of each
attraction/activity within an event and recording the
signi cant ndings. for more information
about risk assessment including examples and
template.

Policy for the
Methodist Church

. SAFEGUARDING . MODEL
CHILDREN AND CHURCH

. YOUNG PEOPLE . POLICIES

o« o
The Methodist Church The Methodist Church

The Methodist Church has
produced theMethodist Safeguarding Handbooklt
contains the latest policies and procedures approved by
the 2010 Methodist Conference, which came into e ect
on 1 January 2011. All those involved in the delivery
of the event must be aware of the guidelines and must
have undertaken the relevant training. The handbook is
available to purchase from Methodist Publishing or it
can be downloaded in ve sections from the Methodist
Church website
You should pay particular attention to ratios of sta
and children and ensure that you provide separate
changing and sleeping areas for di erent genders
and age groups. Ensure that you have su cient sta
of both genders to maintain these ratios in case of an
emergency.
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Policies and Speci ¢ i1
Requirements

Make sure you know Plan for a lost and
what consents and licences you need for the event you found children’s point. This area should be supervised
are planning. Most churches will have a CCLI licence by appropriately trained people (with CRB checks and
that may cover smaller events. If necessary, contact the Safeguarding training). Written procedure for handing
person who is responsible for this (the minister may be over children to adults should be available.
able to put you in touch) to ensure it covers what you
require. Larger events are likely to need speci c

consents and licences, and these need to be applied  Speci ¢ arrangements should be made to ensure that

for in plenty of time. to download more  disabled visitors have adequate facilities, parking and
information on copyright licensing. speci ¢ viewing areas so they may safely enjoy the
event. This may include wheelchair access, signers

You will need to have a for deaf people, and ensuring displays can be seen by

cancellation policy so that if people cancel a booking  people with colour blindness.
you will have already decided whether, or at which

point, there will be a refund. You also need to be aware

that the venue and other contractors that you may

be booking for your event will also have their own

cancellation policy. You need to be aware of this policy

and the impact it may have on your event. For more

detail on cancellation policies to

download budgeting guidance.

First Aid and Medical Provision.

CLICK HERE
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General Logistics

All contractors should be vetted to
ensure they are competent to undertake the tasks
required of them. Whenever possible, personal
references should be obtained and followed up. Ask
contractors for a copy of their safety policy and risk
assessments and satisfy yourself that they will perform
the task safely. Always ask to see their public liability
insurance certi cate, which should provide a limit of
indemnity of at least £5 million and assure they are up
to date. Provide contractors with a copy of the event
plan and arrange liaison meetings to ensure they will
work within your speci ed parameters.

Ensure all performers have their ow

insurance and risk assessments

Ensure all performers have their own
insurance and risk assessments and the same
considerations will apply as for contractors. Where
amateur performers are being used, discuss your
detailed requirements with them well in advance and
ensure they will comply with your health and safety

rules and event plan.

The risk assessment should identify the
minimum number of stewards required. Stewards must
be fully briefed on all aspects of the event and be able
to e ectively communicate with each other, their
supervisor, the person responsible for health and safety,
and the event manager. It is likely that all stewards
will all need a CRB check and Safeguarding training.
Contact your circuit or district Safeguarding o cer for
advice.

(NB Only the police or a properly authorised/quali ed
person has the authority to regulate tra c on the
public highway. See note on o -site tra c.)

Assess
the venue and the tasks involved in creating the event.
What will need to be moved and how will you do it?
Will there be awkward, heavy items such as crates of
drinks or marquees?

Think about it: is it heavy, slippery, and uneven in
weight or shape? Where is it going? Up or downstairs/
into a tight space? Who is doing the work? Are there
enough people? Their age, sex, strength, tness should
all be considered. Whenever possible, use aids and
equipment, such as sack barrows, to help the job.

@ children&ysith



General Logistics i1

The type of event and the . . .
numbers attending will determine the measures Consider the provision of a

needed. Consider the number and positioning of public address system.
barriers, stewarding and the provision of a public
address system.

Depending upon the nature of the
event, speci ¢ security arrangements may be
necessary, including arrangements for securing
property overnight.

Cash collection should be planned to ensure this is
kept to a minimum at collection points and that regular
collections are made to a secure area. Following your
risk assessment, stewards or helpers collecting cash
may require money belts or other carrying facilities.
Counting and banking arrangements should be given
careful consideration.

Where electricity, gas
and/or water are to be used, detailed arrangements
must be made to ensure the facilities are safe. Portable
gas supplies for cooking should be kept to a minimum
in designated areas away from the general public.

The same should apply to any items that run on fuel,
such as portable generators. Generators should be
suitably guarded by a fence or barrier to prevent public
access. All such arrangements should be clearly shown
on the site plan.

If you are using catering contractors you
should obtain a copy of their menus and price lists, to
ensure that they suit your event.

10 @ children&ysith



General Logistics i1

Contractors and/or performers
vehicles and other tra ¢ should be carefully managed
to ensure segregation from pedestrians. It may be
necessary to only permit vehicular access at speci c
times and not during the event itself.

Separate entrances should be provided for vehicles and
pedestrians with speci ¢ arrangements for emergency
vehicle access. Car parking facilities will be required

at most events and these will have to be stewarded.
Consider where such facilities should be situated.

Unplanned and uncontrolled access
to and egress from a site can result in a serious
accident. Tra c control both inside and outside the site
should be discussed with the police and with your local

Consider the entire installation council’'s highway engineers.
and seek expert advice. If the event is outdoors,
consider whether it could be run o a lower voltage
via a transformer. Use a residual current device (RCD),
especially outside or in a damp or wet environment.

Adequate signs and directions should be provided
in prominent positions on the approaches to the

entrances. If road closures, signs on the highway,
tra c diversions and/or the placement of cones are

This is particularly important for musical instruments, ~ réquired, then an application must be made for a
microphones etc (you cannot use a RCD where a tra c regulation order and/or approval from the local
sudden loss of power could be dangerous, for example, authority.

on lighting systems or moving machinery). Use proper

electrical connectors and avoid insulation tape or other

temporary measures. Conceal electrical leads safely to

prevent tripping hazards.

All portable electrical appliances (including extension
leads) should be PAT tested for electrical safety and a
record kept. Any hired equipment should come with

a certi cate of electrical safety. Ensure all electrical
equipment is operated properly and any faults are
reported immediately.

Torches may be su cient )
in small venues, but larger venues will need standby Conceal electrical leads safely

or continuously operating generators. Ensure earthing to prevent tripping hazards
rods are used where applicable.
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General Logistics i1

Many events will require . . .- . A
temporary structures such as staging, tents, marquees consider prOV|d|ng reCyC“ng facilities

and stalls. Decide where this equipment is to be along with general rubbish bins
obtained, who will erect it and what safety checks will

be required.

The location of any such structures should be

identi ed on the site plan. Consider whether barriers

will be required to protect the public against speci c

hazards such as moving machinery, barbeques, vehicleténtion to ratios of sta and children and ensure that

and any other dangerous displays. you provide separate changing areas and sleeping
areas for di erent genders and age ranges and that you
In some cases, barriers will need to have speci ed have su cient sta of both genders to maintain these

safety loadings dependant upon the number of people ratios in case of an emergency. (S&éethodist

likely to attend. Temporary structures should only be  Safeguarding Handbookior more details) It is also

obtained from experienced suppliers. worth considering assigning a chaplain or chaplaincy
team and/or a Safeguarding team made up of people

The standards for lighting, emergency lighting and with the appropriate training and expertise.

ingress/egress remain the same for temporary and
permanent structures. Organise any special consents

. Arrangements may be required for
you may need from your local council. 9 y q

waste disposal and rubbish clearance both during
and after the event. Individuals should be designated
Will the activities require the use of speci ¢ responsibilities for emptying rubbish bins and
any specialist equipment such as bouncy castles? If so, clearing the site. Also consider providing

does this equipment pose any speci ¢ hazards? Willa recycling facilities along with general rubbish bins.
speci ¢ activity need barriers? Some equipment may

require certi cates of erection by a competent person.

The level of
arrangements needed will, obviously, depend on the
size of the event. Estimate the number of attendees to
the event and consider its duration. Toilet
requirements should be based on these estimations.
Permanent toilets will need to be checked for adequacy
and maintained during the event. The provision of
drinking water will be necessary. Depending upon the
scale of the event, refreshments and other facilities may
be required. Provision may also need to be made for
lost and found children, missing persons, baby
changing and lost property. You should pay particular
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Useful Links i1

Directgov

National Outdoor Events Associated
www.noea.org.uk/

HSE

Lots of useful information and free guides.
www.communities.gov.uk/ re/ resafety/ resafetylaw/aboutguides/

Methodist Safeguarding Handbook

Helpful resources containing good practice guidance
www.amaze.org.uk/resources

St John’s Ambulance

www.methodistinsurance.co.uk/

Christian Copyright Licensing International (CCLI)
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Forms and useful i1
Information to download

Event Planning Document

Incident Plan

Budgeting guidance

Copyright licensing
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Incident report form

Injured person/Property owner information

Incident information
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Incident report form

Witness information
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Consent form

General Information

Emergency Contacts




Consent form

Medical Information
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Multimedia Images
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Incident pl an 10f 4

Writing your event incident plan
Producing a incident plan has three bene ts:
1. Firstly, it assists you in identifying risks or potential risks.

2. Secondly, it assists you in identifying what measures need to be put in place for the protection and wellbeing
of the public who will be attending your event.

3. Thirdly, it helps identify individual, group and organisational roles and responsibilities.

Please remember when writing your event incident plan to do so in consultation with other members of your orga-
nising committee and the groups that have a role to play as regards the safety/control of the public. Keep the plan
simple and to the point, but most of all user friendly.

The plan template provided to assist you is only a guide. Some of the headings may or may not be relevant for
your event; you may also wish to add further information.

When the plan is complete, it is essential to brief all those involved in implementing it.
They must fully understand their roles and responsibilities.
Remember no one has time to read a plan when an incident occurs.



Incident pl an

Plan template

Event incident plan for (title of event)

1. Introduction:
Include: What type of event it is (eg a village fete, steam rally, agricultural show, etc).

2. Command & control

Q
Q

3. Responsibility of individual agencies/groups




Incident pl an

4. Allocation of resources

5. Communications (brie y explain)

6. Event signage (to the event and around the event site) explain

7. Lost/found persons

8. Lost/found property

9. Evacuation plan

10. Tra ¢ management plan
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11. First aid services

12. Media




Event Planning Document

B. Key dates, times and locations




Event Planning Document

C. Key event contacts

20f5

Name
Company

Address
Telephone
Fax

Email

Mobile phone

Description of
responsibilities

Location during event

Name
Company

Address
Telephone
Fax

Email

Mobile phone

Description of
responsibilities

Location during event




Event Planning Document

E. Accommodation

F. Guests

Guest 1
Guest 2

Repeat as
necessary

G. Venue:

H. Audio-visual

|. Safety, security & First Aid




Event Planning Document

Venue contacts (keyholders, maintenance, AV, etc)

J. Catering

L. Special activities




Event Planning Document

M. Transportation

N. Media/Press

O. Deliveries/Collections

P. Housekeeping instructions

Q. Other notes

m




Risk Assessment Guidance

A full risk assessment should be carried out for any
event, large or small. This will be a legal requirement in
many circumstances. The following guidance will help
you in carrying out your risk assessment. A form to
record your ndings has also been provided, as well as
a completed example.

A hazard is something with the potential to cause
harm. All hazards should be identi ed prior to an event,
including those related to the individual activities

and those related to equipment being used. Only note
hazards that could result in signi cant harm. Things
that should be taken into account include:

any slipping, tripping or falling hazards
hazards relating to re risks or re evacuation
procedures

any chemicals or other substances hazardous to
health, eg dust or fumes

any vehicles on site

electrical appliances

manual handling activities

high noise levels

poor lighting, heating or ventilation

any possible risk from speci ¢ activities
attendee numbers and pinch points.

For each hazard identi ed, list all groups of people who
may be a ected by it. This could include: stewards,
employees, volunteers, contractors, vendors, exhibitors,
performers, members of the public (including children,
elderly persons, expectant mothers and people with

1of 12

types of attendees such as children,
elderly persons and people with disabilities
crowd control, capacity, access/egress
and stewarding

provision for the emergency services
provision of First Aid

provision of facilities

re

security and cash collection

health and safety issues

exhibitors and demonstrations
amusements and attractions
structures

waste management

catering.

The extent of the risk arising from the hazards iddi ed

must be evaluated and existing control measures tak
into account. The risk is the likelihood of the han

arising from the hazard. You should list the existg
controls and assess whether or not any further coals
are required. The following should be taken into aount:

any information, instruction and training
regarding the event and the activities involved
compliance with legislative standards, codes of
good practice and British Standards

whether or not the existing controls have
reduced the risk as far as is reasonably
practicable.

For each risk, consider whether or not it can be
eliminated completely. If it cannot, then decide what

disabilities), local residents and potential trespassers. must be done to reduce it to an acceptable level. Only
use personal protective equipment as a last resort when
there is nothing else you can reasonably do. Consider

This will obviously depend on the size and type of the following:

event. The following are examples of areas to

consider: removing the hazard

preventing access to the hazard, eg by keeping
doors locked or using barriers

implementing procedures to reduce exposure to
the hazard

type of event
potential major incidents
site hazards including car parks

m



Risk Assessment Guidance

the use of personal protective equipment
nding a substitute for that activity.

Use the following risk assessment form as a guide to
record all signi cant hazards, the nature and extent of
the risks and the action required to control them. Keep
this for future reference and use. You could also refer
to other documents you may have, such as manuals or
codes of practice.

If the nature of the risks changes during the planning
of the event, your risk assessments will need to be
reviewed and updated. Where the risk assessment
has identi ed signi cant risks, you must provide
information to all those a ected regarding the nature of
the risk and the control measures to be implemented.

The Regulatory Reform (Fire Safety) Order 2005 came
into e ect in October 2006 and replaced over 70 pieces
of re safety law. This law applies to you even if you are
only hiring the building you are using for your event.

It's your responsibility to obtain and understand the
venue's re risk assessment and also to carry out your
own re risk assessment for the event itself, as some of
the activities or actions you take may cause additional
hazards.

On arrival, ensure that you familiarise yourself with
the emergency exits and re ghting equipment in the

2 of 12

venue. Ideally in your site visits prior to the event you
should have made sure that the re ghting equipment
has been maintained and is up to date. Ensure that
the re exits are clearly signed and walk the route to
ensure that there are no hazards and the exit doors are
not locked and the area outside of the doors is clear of
hazards. Do this again prior to the start of the event.

It's important that you have an accurate count of the
people in the venue. You can do this with a sign in
sheet at reception. This will allow you to make an
accurate roll call in the event of an incident.

When you welcome your guests the re procedure
should be near the top of your list of items to
communicate. If the guests are arriving over a few
hours then explain the re procedures when they arrive.

More detailed advice and guidance on the
implementation of a re risk management plan can be
found in the series of guidance documents available
to download from the communities.gov website (

1.

If, having completed a re risk assessment, you need
more practical advice or information, your local Fire

& Rescue Authority may be able to help. You may feel
more comfortable employing a re safety specialist to
help you. Companies providing re safety services are
listed in local directories. Alternatively you may be able
to ask your insurer for a recommendation.



Blank Risk Assessment

Risk Assessment Form

to reduce risk

Activity Possible risk Prevention ’Action to be taken Responsibility




Blank Risk Assessment

Activity Possible risk Prevention ction to be taken Responsibility
to reduce risk




Example - Large Event Risk Assessment

Risk Assessment Form

Activity Possible risk Prevention ction to be taken to Responsibility
reduce risk




Example - Large Event Risk Assessment 6 of 12

Activity Possible risk Prevention ctlon to be taken to Responsibility
reduce risk




Example - Risk Assessment

Risk Assessment Form

Activity Possible risk Prevention ction to be taken to Responsibility
reduce risk




Example - Risk Assessment

Activity Possible risk Prevention Action to be taken to Responsibility
reduce risk
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Action to be taken to
reduce risk

Activity Possible risk Prevention Responsibility




Example - Small Event Risk Assessment

Risk Assessment Form

Activity Possible risk Prevention ction to be taken to Responsibility
reduce risk




Example - Small Event Risk Assessment 11 of 12

ctlon to be taken to Responsibility

reduce risk

Prevention

Possible risk

Activity




Example - Sporting Event

Risk assessment form — sporting event

Activity Possible risk Prevention Action to be taken to reduce| Responsibility
risk
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budget. If the event is quite large you may want to give
di erent areas their own speci ¢ budgets, but keep
control of the total expenditure by using a purchase

One of the initial tasks when staging an event — large order system.

or small — is to create a budget document that outlines
the costs associated with the event and the income
that is expected. Initially the gures will be estimates

or best guesses, but as the planning progresses and
guotations are received these will be replaced by actual
costs. The purpose of the budget is to initially provide
a guide as to the viability of the event; to cost the event
so that realistic ticket prices can be set if necessary
and to give some indication of the funds available for
various aspects of the event, such as activities and
catering.

While your event may look nancially viable within

the budget, it is important to keep an eye on cash ow.
You may be required to pay deposits on the venue, and
to pay artists and technical provision up front, as well
as to pay for all the printing, sta, advertising, food etc
— all before you've sold more than a handful of tickets!
Here are a few ways that you can improve your cash
owW:

o er a reduced ticket price to people who book

The budget will comprise both xed and variable early

costs. The xed costs may include items such as venue ~ Negotiate with venues to stage deposit payments
costs, administration costs and technical equipment across a number of months

hire. Variable costs are usually directly related to build relationships with suppliers who will then
the number of people attending the event and may be more likely to o er better payment terms.

include food, beverages, tickets, additional sta and
accommodation. It is standard practice to initially
work on a worst case scenario using higher xed costs
and pessimistic attendance gures. Alternatively you
may want to calculate di erent income scenarios with
di erent levels of attendance.

When setting a budget it is advisable to include a

gure under the heading ‘Contingency’ within your
outgoings. This will be used to cover any unforeseen or
additional costs that you may incur as part of the event.
A percentage of around 10-15% of the total outlay is

normally set aside against contingency.
If you have a spreadsheet program such as Excel

on your computer there are a number of templates
included that give a basic budgeting layout.
Alternately, paper and a calculator work just as well at
the start of the process. Work on two di erent tables:
one showing income, the other showing expenditure.
There are examples of budget layout included on the
last two pages of this document. Previous experience,
phone calls and some browsing on the Internet

can provide initial estimates that can be re ned as
planning progresses.

Keeping track of the expected income and expenditure
is essential with the planning process so that the
management team can review the nances of the event
at regular intervals and to ensure a good cash ow. As
planning continues, it becomes more di cult to rein

in the costs should, for example, tickets sales be lower
than expected. It is therefore important that the budget
is kept up to date and referred to frequently so that
any shortfall can be identi ed as early as possible and
remedial action taken to bring the event back onto a

secure nancial footing.
It is important that someone takes ownership of the

budget and nances of the event. Having one person
who is designated to authorise expenditure will prevent
unexpected bills and enable you to keep control of the

m

It's important to explore various ‘what if...?’ scenarios



Budgeting guidance

early on in the process, as this can help you to keep
within your costs should they occur. For example:

At some point, everyone has had to make a change to
a registration or request a refund for an event they had

What if numbers attending are lower than
expected?

Change your advertising strategy to attract
more delegates.

A smaller venue may then suit your needs
better; therefore it may be advisable to

pick a venue with a range of room sizes and
negotiate with the venue to keep an option
available on a smaller room until you have a
better idea on attendance numbers.

Keep your options open with suppliers.

Try to keep any contracts with your

caterers and technical company as exible
as possible so that you can renegotiate
later. Communicate as early as possible if
you want to change numbers or level of
eguipment as most organisations are

exible to changing things if given

su cient notice.

What if it rains?

If your event is being held outdoors do you
have a contingency in case of wet weather?
The costs associated will need to

be incorporated into your budget.

Does the event insurance have a wet-
weather provision?

Don't rely on on-the-day ticket sales to
break even. Try o ering some incentives to
encourage people to buy tickets in advance.

committed to attending. There are endless reasons
for change requests; anything from a con icting
schedule to simply changing one’s mind about going.
You also need to be aware that the venue that you
may be booking for your event will also have its own

m
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cancellation policy. You need to be aware of this policy
and the impact it may have on your event.

Some events will allow participants to make changes
without any hassle, but for others it seems nearly
impossible. In many cases there is good reason why
changes are di cult to make, but taking an extremely
hard line with requests for refunds and changes can
hurt your event overall.

Even though the refund and cancellation policy is
important to the success of your event, it often seems
to be overlooked when setting up online registration
forms. Not only will a well thought out policy reduce

di cult situations regarding refunds and changes, it
should also encourage people to register for your event.

Here is a list of several items that you should consider
for your cancellation and refund policies:

Clearly state important dates

Make sure dates for full refunds, partial refunds,
changes, etc are clearly stated. This will help to reduce
disputes and give you something to refer to if an issue
does arise. It is also a good idea to state the registration
deadline.

Clearly state refund or change fees

If refunds are permitted, let people know how much

it will cost them. You may not want to charge a fee in
the name of good customer service, but remember

that if the transaction was on a credit card, the credit
card processing fees on the initial transaction cannot

be recouped, so you must be prepared to absorb this
amount. Also keep in mind the sta time to deal with

the change and the resulting impact on changes to
other details such as event materials, name tags, meals,
etc.

Keep it simple and professional

Keep your policy simple and professional, but

be careful of the tone you use. In some cases, if
you can give a brief explanation of why you have
selected certain dates and policies you will get more
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understanding from participants. A statement like “Any up on your more generous policies, but the additional
change requests must be made before 24 November, agegistrations you receive may more than o set the

we need to con rm meals and seating with the venue”
may get a better reaction than “No changes after 24

November.”

Provide change request instructions

In most cases you should state that cancellation or
change requests be made in writing. At a minimum,
provide the name, phone number and email address of

the person to contact.
Give alternatives

A good way to avoid giving refunds and having

to charge a fee or losing revenue is to allow event
participants to send an alternate person to the event.

In many cases this will keep all parties happy and there
are no additional transaction fees involved. You may
want to set a deadline for changes so you have time for

preparing name tags, meals, etc.

Another alternative is to give a credit towards another
event if applicable. Again, there are no additional
transaction fees for either party and everyone should
end up happy. As the event planner you should put a
date on the credit so it cannot be held inde nitely.

Remember that in most cases the main goal is to get
people to register for your event. By adding some
exibility to your refund and cancellation policies and
giving some alternatives, you are likely to attract more
registrations. Of course, some people may take you

number of people asking for their money back or to
make a change.

Here are three sample cancellation policies

1. The registration deadline is 10 January
2020. Full refunds are available prior to 30
November 2019. After this date, you may send
an alternate to the event without additional
charge. To request a cancellation or to make
a change, please send an email to the event
planner at ...

2. Refunds less a £20.00 cancellation fee will be
given for cancellations received in writing to
... prior to 30 November 2019. Following this
date, no refunds will be given, but a credit will
be issued to use towards another event within
one year.

3. Sorry, tickets are non-refundable.

The following are some sample budget layouts. The
rst level budget is a summary of the totals of the
income and expenditure expected for the event. The
second level budget provides more details as to how
the expenditure is made up and the subtotals from this
budget are then transferred into the rst level budget to
provide an overview of the whole event.



4 of 5

Budgeting guidance

‘ Expenditure

Income






First Aid guidance 1of1

St John’s Ambulance
www.sja.org.uk
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and for attendances of over 1,000 people, the cost is
£136.80. You can nd the list of the publishers covered
by Calamus at.

The cost of the licence depends on the average
attendance at your main church service. For attendance
of 15-49 people, the cost is £78.00; for 50-99 it is £141.0C
and for 100-249 it is £231.00. This cost is lower if you
do not require the MRL licence that permits music
photocopying. Churches will need to complete a Copy
Report (now available on CD) to be sent to CCLI at the
end of the licensed year. This records which songs were
reproduced, projected or recorded in a given licence
period. CCLI use this information to distribute royalties
to copyright holders.

There are some publishers who have their copyright
managed by Calamus and these need a separate
licence as they are not covered by CCL. Again, the
cost of a Calamus licence is determined by the size

of attendance. For attendance of up to 100 people

it costs £38.40; for 101-250 people, it is £60.00; for
251-500 people it is £81.60; for 501-1000 it is £114.00

m
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