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Checklist for planning a community event
To assist your planning, this is a downloadable companion to the main document of the same name. https://victas.uca.org.au/download/635/bushfires-resources-disaster-care/9878/planning-ritual-post-trauma
	EVENT MANAGEMENT FOR A COMMUNITY EVENT IN RESPONSE TO TRAUMA
	NOTES

	PLANNING

	Build a 
planning team
	Planning a large community event for 
an unspecified number in a short time frame requires an effective team 
working together.
· Consult Council officers, Police, VicRoads, St. John’s Ambulance etc. 
· Agree on areas of responsibility, risk management protocols
· Engage First Nations elders through appropriate channels
· Engage leaders from community groups, ecumenical and interfaith, sports and business groups. Not all need be on planning group. 
	

	Site Selection
	Identify site or sites for event, suitable for anticipated crowd:
· Select site with good access to toilets
· Ensure access for people living with disability
· Decide whether to move the crowd from one site to another
· Identify site for wet weather plan.
	See UCA Assembly Disability Access Guidelines

https://resources.uca.org.au/images/Guidelines-For-Disability-Access_-Final.pdf



	Risk Management and Public Liability
	· Ensure risk management plan in place 
· Ensure Public Liability insurance is in place for event
· Identify responsibility for first aid 
· Identify responsibility for cleaning, site restoration
· If required, plan traffic management, parking 
· Prepare briefing notes for volunteers, ushers, traffic marshals
· St. John’s Ambulance booked, or enrol current First Aiders, prepared with up to date kits.
	When organising an event with any organisations other than the Uniting Church, if evidence of public liability cover is required, a ‘Certificate of Currency’ can be obtained from the Synod’s Insurance Team by emailing the Insurance Officer at:
insurance@victas.uca.org.au 
or calling 03 9116 1995.


	Enrol specialist personnel
	In an ideal world you would draw on people with the following expertise:
· Stage Manager, to conduct rehearsal and guide event
· Site Manager, see logistics section
· Counsellors, pastoral carers.
	

	Shape of Gathering
	Orient focus to create sense of community, assuming seating is movable:  
· Wide and close, rather than long and distant
· Try for curved lines of seating over straight lines. Prioritise good sight lines over acoustics, and
· Bring in more PA, if needed. 
	

	Ritual Action
	Plan appropriate Ritual Action:
· Consider several options before selecting one action
· Select one element as the symbol for ritual action
· Plan what people will be invited to do.  Ensure people with disabilities can participate
· Factor in time, between collecting element and enacting the ritual action.  You may invite people to reflect with their element
· Try out the ritual action in your planning group and review.  If you are not happy with it, don’t be afraid to try a new idea
· Decide whether there will be one focal point or several ‘stations’ in the space where the crowd can move to enact ritual action
· Plan how/where the elements will be contained (baskets, bowls, tubs, etc.), and presented respectfully
· Organise collection of sufficient elements well ahead of time
· Plan what will happen with the elements after the event  
· Consider/consult on whether filming or photography will be allowed.
	

	Spatial Coherence
	To enhance focus on Ritual Action :
· Identify what distractions need to be removed from the space
· Select colour elements – banners, cloths, to support the ritual action. Restrict colour to one or two relevant colours
· Plan and order in equipment required to rig anything at height
· Design focal points where ritual action takes place. Ensure plinths or tables are accessible to all. 
	

	Speaker Preparation

	Suggestions to guide speakers:
· Request First Nations elder to provide the Welcome to Country, or identify person to make an Acknowledgement of Country
· Reduce the number of different speakers
· Give speakers time limit and/or word count guidance and encourage speakers to time themselves prior
· Suggest a format for speakers to adopt, e.g.  informal/formal
· Keep introductions to a minimum
· Prepare spoken invitation and demonstration of ritual action
· Advise the time you need speakers to arrive for a sound check.
	

	Crowd management
	Prepare your ushers well with written and spoken briefing notes:
· Enrol ushers with defined tasks to assist crowd management 
· Ensure pathways remain unimpeded throughout event
· Place signage to reserve seating
· Identify and communicate directions for people to move through to enact Ritual Action
· Communicate location of amenities, First Aid, fire exits and extinguishers
· Maintain quiet space after the event 
· Do not remove symbols; don’t extinguish candles, if used 
· Request counsellors/pastoral carers be present during and after the event.
	

	Logistics Personnel
	Ensure risk management plan is ready for action, check all required insurances are in place:
· Get expert assistance and book/organise equipment to rig any elements safely at height
· Consider engaging separate set up and bump out teams 
· Prepare a run sheet for everyone
· Create a contact list with everyone’s phone details
· If you do not have a dedicated 
stage manager, identify one person 
for this role. 
	

	SITE PREPARATION

	Declutter
	· Clear the space as planned see Spatial Coherence section
	

	Visual props, banners
	· Best rigged by expert in a cleared space
	

	Seating/
standing zones
	· Set up seating and/or mark-out standing zones
	

	Access pathways
	· Mark off with chalk or high-vis tape
	

	Sight lines
	· Stagger seating rows and test for sight lines
	

	Focus lighting
	· Ensure focal point/s for ritual action are well lit
	

	Test sound/ Public Address
	· Cue any recorded music or other sound files
	

	Projection
	· Cue any projected visuals
	

	Fire and Safety protocols
	· Check signage, safety plans, first aid, toilet provision, parking and traffic management are in accordance with local Council, Police etc.
	

	REHEARSAL

	Rehearse music 
	· Schedule a separate, earlier rehearsal for musicians
	

	Rehearse ritual action 

	· If possible, walk through ritual action with ushers, and any speakers/ dignitaries available
	

	Rehearse speakers
	· Orient, welcome speakers, indicate where they will sit and when to move forward to speak
· Adjust height of mikes, sound check each speaker.
	

	THE EVENT BEGINS, MAY ALL YOUR PLANS GO WELL

	AFTER THE EVENT

	Don’t rush to clean up
	· Keep the space open.  People will likely return
· Some ushers and counsellors remain in the space
· Allow the elements of the Ritual Action to be present for some time after the event. 
	

	Photography
	· If photography was disallowed during event, now may be a more appropriate time
· You may want to document the event and stage a re-enactment of the Ritual Action with one or two people.
	

	‘Bump Out’
	· Always faster than setting up
· Consider organising a fresh team of volunteers.
	

	Memorialising
	· You may have planned to retain and preserve some of the ritual elements for the future
· Depending on what you decide, there may be a task to respectfully dispose of some or all of the elements.
	

	Site Restoration
	· Clean up litter 
· Recycle where possible.
	

	‘Thank you’
	· Remember to thank all your volunteers and persons/organisations involved
· Acknowledge the planning team.
	



Further contact
Nigel Hanscamp 
Director – Priorities, Focus and Advocacy
Equipping Leadership for Mission eLM
29 College Cres, Parkville 3052
t (03) 9340 8816 | m 0438 732 226  nigel.hanscamp@victas.uca.org.au
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