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Activity Plan
This is similar to the Activity Registration form information but with more detail to show consideration of each part of the activity. Not all sections will necessarily be relevant. 

Please also refer to the:  B&NES Parks Friends Groups Events and Activities Guidance
Created by:

Date of creation:

Event Contacts
Key people, their roles and contact numbers. Including any outside specialists supporting the activity. 

Event Schedule

Arrival time on site, setup time, activity start & finish times, clear up time, leave time. And any other key times, e.g. times of different activities, breaks, special guest arrival, etc

Method Statement
How the activity will be managed safely. For example, information and safety briefing to the group at the start, how the activity will run and who will be leading which aspects, how it will be clearly ended and people leaving safely. Consider food& drink, toilets (or not), waste removal/recycling, safe use of equipment, lost children, other users of the site, potential ground & weather conditions.
Communications
How will you invite people to join the activity? How will you let them know what to bring, or wear, etc? Will the activity affect anyone, such as neighbours, who need to be informed? How will you let people know if it needs to be cancelled?
First Aid

How will any accident or injury be dealt with? Will there be a first aid kit? Will someone have a charged phone? Is there phone reception at the site?

Fire Safety

What is the risk of fire and what would you do if it happened?

Emergency Procedure
If there was a fire, or if there was severe weather, or aother unexpected dangerous circumstance, what would you do? How would you safely finish the activity? 

Crowd Management
What would you do if over 25 people (including organisers) turned up? Is it on a first come, first served basis? Or do they need to book in advance? How will you politely turn people away?
Transport
Will people drive / is there any issue with parking? 
Site Plan

Is it useful to have a map of the site and mark where things will happen?

Risk Assessments

A risk assessment is essential. The Parks Team can supply a template risk assessment.



