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Planning and running your event

Choose date and venue at least 6-9 months in advance so it doesn’t clash with another

event locally.

Is venue fit for purpose, disability access, adequate parking. Who is your audience?  

Estimate attendance. 

Establish a sub-group or groups to run the event and establish what resources are

needed.  Adequate toilets, security, first aid, vendors, entertainment, seats, tables, sound

equipment etc.

Establish budget to run the event. Hire of equipment, paying for entertainment,

advertising, refreshments for volunteers.

Inform your insurance company with event details. Are you on a secure site, on the street,

moving vehicles, inflatables, face painting. 



Complete risk assessments and determine how many volunteers needed to supervise event. 

Record Emergency contact names and numbers, use highly disciplined volunteers if needed

e.g. Community Rescue, First Responders etc. Volunteers need to be aware of key

responsibilities with regard to children e.g. lost children and vulnerable adults who may

become unwell.

Ensure food safety.  Volunteers need Health and Safety certification and food made on site

in approved kitchen, food stalls should have permit/license from local Council.

If event is outside try and have a Plan B - a nearby building, a polytunnel, a marquee just in

case of inclement weather.

Ensure volunteers attend briefing meetings prior to event.  All should be given detailed

plan/map of site and event with all key contact numbers showing where Control Point and

Emergency Evacuation routes are.



Have varied music and a variety of activities for all ages to attract more people to the event.

Communication with your audience is vital for safety at the event. A good sound system is

necessary to inform people of activities on site and when they are happening. This applies

in particular to a larger and longer event.

Remember the event has to raise funds so agree an entrance charge, organise a raffle,

charge stallholders etc. 

Also approach local businesses for sponsorship, raffle prizes. Remember you are providing

an event for many of their customers to enjoy.

Advertise - send a press release with accompanying photo of previous event to the local

paper. People look at pictures but may not read the script. 



When designing your poster/flyer, choose a clear, high-resolution feature photo. Avoid

using stock imagery if possible and check for copyright. Make sure any funders/sponsors

are mentioned in the promotions.

Share your fundraiser in different ways where possible as it helps increase its visibility. You

can use social media - Facebook, Instagram, TikTok also by WhatsApp, and by email.

Share your fundraiser ‘offline’ as well by telling people in-person or by posting/displaying

flyers in your premises or around your local community. Community Networks can also

help to advertise your event on their social media pages or e-zine/bulletins.

Keep sharing details of your event, the more it is shared the more publicity it gets!



Make sure the team stay after the event to clear up, dismantle equipment, store everything

safely, return what has been borrowed etc.

Local councils will provide rubbish bins if asked in advance and also collect after the event.

Make sure you post high quality pictures/videos of your event showing how successful it

was. This may be used as evidence at a later stage if applying for funding. Thank people for

their support and inform supporters of how much funds were raised at the event and what

this money will be used for.

After the event



  Auction1.

  Duck race2.

  Car wash3.

  Beetle drive 4.

  Table quiz /fire-side quiz5.

  Car boot sale 6.

  Treasure hunt7.

  Daffodil tea/afternoon tea8.

  Barbecue9.

  Coffee morning/cake sale/pop-up tea-room10.

  Big breakfast/community BBQ11.

Ideas for fundraising:



12.  Book sale

13.  Guest tea

14.  Sponsored walk/swim/cycle (or something else)

15.  Street collection (permission required from PSNI)

16.  How many sweets in a jar

17.  Concert (with Invited artists)

18.  Murder mystery night

19.  Village fete/fair

20.  Talent contest

21.  Tea dance or ceilidh

22.  Bag pack at local supermarket


