	Event Planning Sheet

	Event Name
	

	Goal

What do you want to achieve
	

	How

Summary of how to achieve this goal. 
	

	Event Day, Time, Venue


	

	Budget 
Estimate how much money you will need to achieve your goal
	

	Resources 

	

	Advertise/Communicate/Invite

How are you going to tell people, who are you going to tell, what are you going to tell them & by when. Think internal & external. 
	

	Does this event involve children?

If yes, has a Child Safety Risk Assessment Checklist for Events been completed for this activity? (Refer to website)
	YES/NO

YES/NO

Please note: if the event involves children but this assessment has not been completed, the event cannot proceed.

	Has a General Risk and Hazard Assessment been conducted for this activity?
	YES/NO 

Please note: the event cannot proceed unless this assessment has been completed.

	Name of Parish Council sponsor  
	

	Approved by Parish Council  
           Approved by Wardens  


	ACTION PLAN

	Action to be taken
	Person responsible 
	By when?
	Status

	1.
	
	
	
	

	2.
	
	
	
	

	3.
	
	
	
	

	4.
	
	
	
	

	5.
	
	
	
	

	6.
	
	
	
	

	7.
	
	
	
	



[image: image1]
If you are booking the hall for a church oriented function and require food and refreshments please complete this form & submit with hall request.

	Your name & contact number
	

	Event date, time & venue
	

	Type of food/ refreshments required
	

	Approximate number of attendees
	

	Budget. Estimate how much money you will need to achieve your goal
	

	What resources you have or what you will require
	

	What set up is required
	

	What clear up is needed
	


Form No:                   St Margaret’s Eltham                 Date Form Created:17.07.2022
EVENT RISK ASSESSMENT & ACTION PLAN – St Margaret’s Eltham           

This form is required for all events at St Margaret’s. 

The purpose of this form is to provide further information regarding the types of safety risks that relate to events and records what will be done to reduce any risks to an acceptable level.

	Identified safety risk                               Likelihood     Consequence    Risk Level           Action Plan                                                          Emergency Strategy 

                                                                                                                       (from matrix)              (What we will do to reduce this risk to an acceptable              (What we will do if this risk becomes  

                                                                                                                                                                                                          level)                                                                                                   reality)                                                                                                                                                                                                                                                      



	1.


	
	
	
	
	

	2. 


	
	
	
	
	

	3.


	
	
	
	
	

	4.


	
	
	
	
	

	5.


	
	
	
	
	

	6.


	
	
	
	
	


Likelihood: Common, Possible, Unlikely, Rare, Very Rare                 Consequence: Severe, Major, Moderate, Minor, Negligible                         Risk Level: Low, Medium, High, Extreme
Catering Form
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