Step-by-step outline: organising a safe public event for a chalk stream community group
1) Define the purpose of the event
Start by being clear about:
· What the event is for – e.g. awareness raising, volunteer recruitment, fundraising, consultation, training, or community action.
· Type of event – public meeting, fundraiser, talk, guided workshop, drop-in session.
· Who it is for – local residents, landowners, schools, partner organisations, families, volunteers.
· Expected numbers – minimum and maximum attendance.
· What success looks like – e.g. 30 attendees, £500 raised, 10 new volunteers, community feedback gathered. 
2) Choose the location and check permissions
For any public space or public building:
· Confirm who owns or manages the venue/land.
· Ask whether you need: permission to use the space; a booking agreement; public liability insurance; a licence (for alcohol sales, entertainment, street collections, or amplified sound)
3) Set the date, time, and format
Choose a date and format that suits your audience:
· Avoid clashes with local major events.
· Consider daylight, weather, parking, and public transport. Build in time for: set-up; arrival and sign-in; the main session; breaks; clear-down
· For a workshop or fundraiser, decide whether people need to book in advance. 
4) Appoint a small organising team
Even a small event should have named roles:
· Event lead – overall responsibility
· Venue/space coordinator – room layout, access, facilities
· Safety lead – risk assessment, first aid, emergency plan
· Volunteer/steward lead – briefing and roles
· Finance lead – donations, tickets, float, receipts
· Speaker/activity lead – agenda or workshop delivery
· Safeguarding contact – especially if children or vulnerable adults may attend
For smaller events, two or three capable people may be enough if roles are clear. 
5) Prepare a simple event plan
Write a short plan covering:
· event name, date, time, location
· purpose and audience
· expected attendance
· key contacts and roles
· schedule for the day
· layout or site plan
· safety arrangements
· emergency arrangements
· accessibility arrangements
· communications plan
· clean-up and close-down plan
6) Carry out a risk assessment
This is one of the most important steps. Think through what could go wrong and how you will reduce the risk. Typical hazards for a community meeting, fundraiser, or workshop include:
· slips, trips, uneven ground, wet floors, cables
· overcrowding or blocked exits
· severe weather if outdoors
· fire risks
· electrical equipment
· manual handling when moving tables, chairs, displays
· lone working or poor supervision
· cash handling at fundraisers
· food safety if serving refreshments
· safeguarding concerns
· traffic near the venue
· accessibility barriers
· public disorder or conflict
· water hazards if near a river or stream

A good risk assessment should say:
· the hazard
· who may be harmed
· what controls you will use
· who is responsible
· when it will be checked/reviewed
7) Plan how to organise the room or public space
Set up the room or space so it is easy to use and safe.
Room/space layout
· Keep entrances, exits, and fire exits clear at all times.
· Leave clear walking routes for all attendees, including wheelchair users.
· Avoid trailing cables or tape them down safely.
· Place sign-in, information, and donation tables where they do not block circulation.
· If you have displays, make sure they are secure and not top-heavy.
· If using chairs: space them sensibly; avoid overcrowding; leave aisles clear
· If outdoors: mark boundaries clearly; think about shelter, shade, and wind; keep any equipment stable and weighted if needed
Suggested layouts
· Community meeting: rows or semi-circle facing speakers, plus sign-in desk and refreshments area
· Workshop: cabaret or small group tables, clear demonstration area, materials station
· Fundraiser: welcome desk, activity zone, raffle/donation point, refreshments, seating area, quiet space
8) Organise the people
Think about who is doing what, not just the venue.
Before the event
· Confirm volunteers and speakers.
· Send clear joining instructions: time; location; parking/public transport; accessibility information; what to bring; 
· Brief volunteers on: their role; who the event lead is; emergency procedures; how to report concerns
During the event
Have people assigned to: welcome and sign-in / direct attendees / manage the room / support speakers/workshop leads / monitor exits and circulation / handle donations/cash / respond to minor issues / contact emergency services if needed.
After the event
Assign people to: tidy and clear the room; collect equipment; remove waste; close the event safely; record any incidents or lessons learned.
9) Put basic safety measures in place
Your arrangements should match the size and nature of the event.
Essentials
· Have a named person in charge on the day.
· Know the maximum capacity of the space.
· Keep exits and access routes clear.
· Know where the nearest toilets, handwashing points, and drinking water are.
· Have a charged phone for emergencies.
· Keep a simple list of emergency contacts.
· Make sure volunteers know how to escalate a problem.
First aid
· Consider whether you need a trained first aider on site.
· Have at least a basic first aid kit available.
· Know the venue address/postcode in case emergency services are needed.
· For larger or more active events, strengthen medical arrangements.
10) Fire safety and emergency planning
Even a small event should have a simple emergency plan.
Fire safety
· Identify all exits and assembly points.
· Do not block fire doors or escape routes.
· Check whether the venue has fire extinguishers and alarms.
· Avoid overloading sockets or unsafe electrical setups.
· If using candles, heaters, catering kit, or generators, assess those risks carefully.
Emergency plan
Decide in advance:
· who calls 999
· who meets emergency services
· how attendees will be told to leave
· where people will gather
· how you will account for volunteers
· what happens if a speaker fails to arrive, weather changes, or the venue becomes unsafe
11) Plan for safeguarding and inclusion
This matters especially for community groups.
Safeguarding
If children, young people, or vulnerable adults may attend:
· decide whether children must be accompanied
· identify a safeguarding lead
· make sure volunteers know what to do if a concern is raised
· avoid situations where one adult is alone with a child
· assess public-space risks such as toilets, car parks, and open access
The NSPCC Child Protection in Sport Unit highlights the value of a safeguarding-aware risk assessment for activities in public spaces.
Inclusion and accessibility
· Choose an accessible venue where possible
· Consider hearing, mobility, visual, and neurodiverse needs
· Provide seating and a quieter area if possible
· Make signage and instructions clear
· Offer step-free access where available
12) Manage food, drink, and fundraising safely
If serving refreshments:
· keep food simple and low risk where possible
· be clear about allergens. Display information from any packets
· maintain hygiene
· make sure hot drinks are managed carefully
If raising money:
· decide whether it will be donations, tickets, raffle, or sales
· check if you need any fundraising or collection permissions
· use two people for counting cash if possible
· keep money secure and out of sight
· record what was taken
13) Communicate clearly with attendees
Before the event, tell people:
· what the event is
· when and where it is
· whether they need to book
· who it is for
· accessibility details
· safety information if relevant
· transport and parking advice
· what to do in bad weather if outdoors
14) Do a final pre-event check
On the day, do a short walk-through with everyone and clarify any roles and responsibilities.
