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1. Purpose 

This pack outlines standardised documentation for planning, delivering, and evaluating community events 

at CulturaLinks Community CIC. It ensures risk management, clear responsibilities, and smooth 

coordination.

 

2. Event Planning Checklist 

• Define purpose and objectives of event 

• Confirm date, time, and venue 

• Identify target audience 

• Assign key roles (event lead, volunteers, first aiders) 

• Develop detailed schedule 

• Complete risk assessment 

• Secure required permissions/insurance 

• Arrange marketing and publicity 

• Confirm budget and funding 

• Prepare equipment and materials checklist 

• Conduct post-event evaluation 

 

3. Event Schedule Template 

Event Name:  

Date:  

Venue:  

Time Activity Person Responsible Notes 

09:00-10:00 Setup (tables, signage, equipment) [Name] Arrive early for prep 

10:00-10:30 Volunteer briefing [Name] Safety & role overview 

10:30-11:00 Guest arrivals & welcome [Name] Registration desk set-up 

11:00-13:00 Main event session [Name] Presentations/activities 

13:00-14:00 Break / refreshments [Name] Catering team coordination 
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14:00-16:00 Workshops / activities [Name] As per schedule 

16:00-16:30 Feedback & thank you [Name] Distribute feedback forms 

16:30-17:00 Pack down & clean up [Name] Venue to be left clean & tidy 

 

4. Risk Assessment Template 

Event Name: 

Assessed by: 

Date of Assessment: 

Hazard Identified 
Risk 

(Low/Med/High) 

Who Might Be 

Harmed? 
Existing Controls 

Additional Controls 

Required 

Responsible 

Person 

Trip hazard (cables) Medium 
Attendees, 

volunteers 

Cable covers, 

signage 

Check before event 

starts 
[Name] 

Fire or evacuation 

risks 
High Everyone 

Fire exits 

marked, drill 

noted 

Include in briefing [Name] 

Food allergies Medium Guests 
Food labeled 

clearly 

Ask for dietary 

needs in advance 
[Name] 

Overcrowding in 

small spaces 
High Attendees Limit tickets 

Monitor room 

capacity 
[Name] 

First aid incident Medium 
Any person on 

site 

First aiders on 

site 
First aid kit checked [Name] 

 

5. Roles & Responsibilities 

Role Responsibilities 

Event Coordinator Oversees entire event, liaises with CEO, manages risk and delivery 

Volunteer Lead Assigns and supervises volunteers, ensures briefing and support 

Safeguarding Lead Monitors safeguarding concerns, ensures safety of children/vulnerable adults 

First Aider Available on site, provides immediate assistance if needed 

Logistics Officer Manages equipment, materials, venue setup and pack down 
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Host/MC Welcomes guests, makes announcements, keeps event flowing 

 

6. Post-Event Evaluation Form 

Event Name: 

Date:  

Completed by:  

Criteria Excellent Good Fair Poor Comments 

Planning & Coordination      

Volunteer Support      

Safety & Risk Management      

Attendance      

Engagement & Participation      

Catering & Facilities      

Overall Event Experience      

Additional Notes / Recommendations: 

............................... ............................................................. ......................................................................... 

 

7. File Storage and Documentation 

All completed planning documents (schedules, risk assessments, sign-in sheets, feedback forms) must be 

stored securely in both: 

• Digital format on the CulturaLinks shared drive (with restricted access) 

• Hard copies (for legal and funding purposes, stored in locked cabinet at office site)

 

Policy Approved By: 

Oksana Logvynenko, CEO 

Date: 26.03.2025 
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