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VILLAGEGAMES

Derbyshire




Hi event organisers,

This checklist has been created by the Village Games team to facilitate community members/groups to build their very own Village Games events and festivals. The checklist is broken into six stages and tries to ensure that every aspect of planning, delivery and evaluation of the event are covered. 

Much of this information has been adapted from a more comprehensive toolkit which is available from http://www.wmfor2012.com/communitygames
Sections of this checklist relate to the toolkit, please refer to the toolkit for further information. 

Every event organised is different, but this checklist provides a skeleton which needs be built on for most events, we realise that there may be points that need adapting and some marked with a * need only to be completed if relevant. There may also be many more action points, highlighted in your personal action plan, that need to be completed which are specific to your individual event. 

Many Thanks and good luck with your event from…

The Village Games Team!

1 – Initial Structure
	√
	Action

	
	Find other enthusiastic people willing to get involved

· Use young leaders/ people 

Other Organisations (i.e. sports clubs, PTFA, local businesses, WI, craft group etc.)

	
	Find out who makes up your community and want their interests involve? 

(target groups, i. e. Is there lots of young people / Elderly people?)  

	
	Research existing activities in the community

· Could the community games link into another event

	
	Identify possible locations for your games? (i.e. Village Hall/ Green, Local sports club etc)

	
	Decide a time frame for when you want the games to take place. 

	
	Decide what activities you would like to include within the games. (i.e. possibility of including existing activities as well as new activities)

	
	Create a plan of action within which you may want to include;

· Timeline Document

· Event Delivery Plan

	
	Create roles to cover all areas of the action plan (suggested roles and responsibilities can be found in appendix A)

	
	Complete the Key contacts table for your local area (See appendix B)


2 - Planning
	
	Confirm and secure the date, time and location of Community Games

	
	* Access a bank account (Use of existing constituted organisation/ create own)



	
	* Find funding, sponsorship or in-kind support (Refer to pages 14 & 16 of toolkit for suggestions)

	
	Set a budget with realistic expenditure in mind.  (see Appendix C - budget help sheet)  

	
	Apply for all relevant licences -  Liaise with venue management and licensing department (see Key Contacts in Appendix B)

	
	Take out sufficient insurance cover (Refer to page 40 of toolkit for further information) 

	
	Inform all key contacts of event (Use Appendix B)


3 – Confirmation Stage
	
	Confirm which activities will be provided

	
	Decide on the format of the event (Competition structure / activity schedule)

	
	Identify and source suitable first aid provision for the event

	
	Identify qualified / experienced personnel to lead activities

	
	Find and match volunteers to event support roles i.e. umpire, time keeper, activity assistant

	
	Find and source refreshment providers 

	
	Source all relevant activity equipment

	
	Fulfil entertainment needs

· PA system

· Live music, bands etc (make bookings)  

· Children ’s entertainment etc

	
	*Source marquees/shelters


4 – Marketing and Promotion
	
	Create flyers and posters

	
	Distribute promotional material

· Make use of all key contacts and media

· Make use of e-marketing (facebook, twitter, email and websites) 

	
	Create a press release 


5 – Event Set up
	
	Create a site plan

· Ensure a designated information point is accessible and highlighted 

	
	Risk assess location, activities and equipment at the event 

(see www.hse.gov.uk for guidance and advice)

	
	Create a communications plan (need for walkie talkies? Use of Mobile Phones? Megaphones, use of PA system)

	
	Create an Emergency Action Plan (See Emergency Planning see Appendix D)

	
	Timetable day to allow for:

· Deliveries & set up

· Team & Volunteer arrival/introductions and briefing (before any participants arrive)

· Activity Change over

	
	Provide appropriate signage for the event facilities (i.e. toilets, information point, car park etc.)


6 - Event Day 

	
	Chair to arrive before all other staff

	
	Risk Assess site

	
	Staff and volunteer briefings 

· Ensure first aiders are present

· Ensure all are aware of communications plan/methods and emergency procedures

Brief all staff and volunteers on the timings of the day that must be adhered to

	
	Ensure signs are appropriately displayed

	
	Ensure all equipment is checked and located according to site plan

	
	Multiple copies of……available at information point 

· Site maps

· Activity schedule

· Lost/found property forms

· Accident report forms

· Stationary Supplies

	
	Display copy of insurance documentation and risk assessments 

	
	Get feedback from staff, volunteers and participants

	
	Debrief all staff and volunteers at the end of the day


Appendix A – Roles and Responsibilities 
	Role 
	Name
	Contact

	Chair Person 
	
	

	Overall responsibility for driving the event forward and completing all official paperwork i.e. licenses

	Activity Co-ordination
	
	

	Responsible for integrating both sports and cultural activities in to the event

	Volunteer Co-ordination
	
	

	Responsible for recruiting, training / briefing and co-ordinating volunteers

	Welfare and Inclusion
	
	

	Responsible for ensuring safeguarding, child protection disability access, and inclusion issues are covered

	Marketing, Promotion and Communications

	
	

	Responsible for advertising event using all available methods and ensure communication is effective on the day.

	Entertainment and Refreshments
	
	

	Responsible for coordinating the provision of entertainment and refreshments

	Finance (if required)
	
	

	Responsible for any expenses both incoming and outgoing (including the monitoring of in-kind support)

	
	
	

	

	
	
	

	


Appendix B – Key Contacts and Media

	Who
	Name
	E-mail
	Telephone
	Contacted?

	Council Contacts

	Events/Parks Department
	
	
	
	

	Licences 

Department
	
	
	
	

	Emergency Services

	Police
	
	
	
	

	Local Ambulance Service
	
	
	
	

	Local Fire 

Department
	
	
	
	

	St John Ambulance/First Aid Providers
	
	
	
	

	Local Clubs/Groups

	Youth Clubs


	.
	
	
	

	Sports Clubs


	
	
	
	

	Faith Groups


	
	
	
	

	Community Groups/

Residents Association
	
	
	
	

	Arts groups


	
	
	
	

	Local Contacts

	Creswell Leisure Centre

Kissingate Leisure Centre
	
	
	
	

	Village Games Co-ordinator
	
	
	
	

	Primary/Secondary Schools

(PDM)
	
	
	
	

	Local

 Parish Council
	
	
	
	

	Volunteer Centre


	
	
	
	

	Media Contacts

	Local Paper(s)


	
	
	
	

	Local Radio(s)


	
	
	
	

	Parish Newsletters/Magazine
	
	
	
	

	Parish/Local Community Website

	
	
	
	

	Other Contacts

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Please use this table and adapt for your local community/event

Appendix C – Budget Help sheet 
Please note: This is a skeleton which can be expanded to suit your needs
	Details
	Quote 1
	Quote 2
	Quote 3
	Final Price 

	Venue Hire
	
	
	
	

	First Aid Provision
	
	
	
	

	Insurance
	
	
	
	

	Event Equipment
	
	
	
	

	Marketing
	
	
	
	

	Licences
	
	
	
	

	Sports Equipment
	
	
	
	

	Activity/Leader Fees
	
	
	
	

	Catering/Refreshments
	
	
	
	

	
	
	
	
	


Appendix D – Emergency Plan 

Please note: This is a skeleton which needs to be tailored and expanded to suit your needs

	Emergency
	Action to be taken
	Responsible Person 

	Cancellation due to bad weather
	· Committee to agree on cancellation after investigating usage of indoor facility/contingency plan

· Inform all staff , volunteers and partners
· Inform participants directly where possible 

· Make public announcements using radio etc.
	Chair Person aided by communication and marketing 

	Medical Emergencies/First Aid
	· First Aid provider to be alerted
· First Aid provider assesses situation

· First Aid provider to administer assistance if appropriate 

· Call for further medical assistance if required

· Complete an incident report form 

(for appropriate forms please see https://www.hse.gov.uk/forms/incident/index.htm )
	First Aid provider and Welfare and Inclusion

	Lost/Found Children
	Found
· Reassure child and ask name and details of self and parent/guardian
· Take to information point

· Make loudspeaker announcement for parent/guardian 
· Complete form

· If child is not reunited contact local police

Lost

· Reassure parent/guardian and ask details of child and last known whereabouts 

· Alert all staff and volunteer of child’s appearance and ask to monitor exits
· Make a PA announcement asking child or any one who has made contact to go to the information point. 
· Complete Form
· If child is not reunited contact local police
	Welfare and Inclusion

	Lost/Found Property 
	Found
· Fill out form and record details

· Store in safe place

· If owner comes and asks for item get them to confirm specific details

· Get owner to sign form

· If unclaimed give a brief description of item over PA and ask owner to collect from information point

· If left uncollected hand over to local police at end of event

Lost 
·  Fill out form and record details

· Give a brief description of item over PA and to staff and volunteers and ask for it to be returned to information point if found
· If valuable, there is a belief that it has been intentionally stolen or it is not returned, report it to the police.
	Welfare and Inclusion

	Fire/Evacuation
· 
	· Ensure all staff and volunteers are briefed on assembly points and are allocated an area to manage  in the event of alarm
· Sign emergency exits/assembly points clearly 

· Contact relevant emergency services
	Chair Person 

	
	
	


