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B&NES Parks:
How to plan, organise and run a small scale activity in a park or green space
Guidance for Friends of Parks Groups
The following information helps you as an organiser, and your group, think through the things that go into planning and running an activity in your local park or green space, so that your event is well organised and safe. It is not an exhaustive list but does cover most of the considerations.
This guidance is a supplementary part of the procedure for Friends Groups running small scale or low level activities in parks and green spaces. It is split into three sections:

1. Before the activity – planning and organising

2. At the activity – what needs looking after

3. After the activity – follow up
1.  Before the activity:

Planning and organising:

· Choose a date, time, place and subject. 
· Plan your activity at least 3 months ahead as it gives time for preparation and organisation
· Engage a walk or talk leader if you like, or choose who will lead the walk
· Organise the details of the activity, including length, timings and the content
· Think about who the activity is mainly for?  For example, do you want to include children?  
Thinking through your activity:
· Who is organising the activity? Ideally it is more than one person so together they can plan and think through the activity from start to finish.  A good set up for a walk is one 'leader' or organiser for the activity with one supporter or helper.  Decide who is responsible for what.

· Have you got plenty of time to tell people about it? We advise that you circulate information and publicity at least 4 weeks prior to the activity.
· Be realistic about how long the activity will take. 

· Think about any limitations or issues with the location such as accessibility or transport, for example, is it near a bus route, is there plenty of parking, or are there steps limiting wheeled access?

· Communicate clearly with any activity leader you are engaging and make sure all the information about the walk, talk or activity is discussed, including if you are expecting children to attend.

· How will you advertise it? - through the Friends mailing list? - through social media? Posters on site?
· The maximum number of people at an activity is 25, including all participants and staff.  The total of 25 needs to include any children or minors attending. If the group is larger, it is hard to keep the group focused, more difficult for a leader to connect and share information and participants tend not to be as positive in feedback.  (Any more than 25 people is classed by BANES Council as an event and will need to go through a full event application process.)
· You need to define if your event is suitable for minors (under the age of 18). All minors are included in the total number of 25 and must be accompanied by a parent or carer.
Participants:
· Children: If you want the event to be open to children / minors (anyone under 18), make that clear from the start.  All children and young people must be accompanied by a responsible adult throughout the activity, unless your group has a 'Safeguarding' policy in place that would allow otherwise. It is important that you state clearly that all children must be accompanied by a parent or adult for the whole event, and that those adults are responsible for children they bring. We advise one accompanying adult per child under the age of 11. It can also be useful to set a minimum age for some activities, for example, no children under 6 on a Bat Walk.
· Needs: What about people with disabilities? - have you made the advance information clear about the terrain, or long periods standing around? Can you provide any extra help for people with disabilities or those with additional needs? Tell the activity leader if there is someone with mobility issues in advance so they make necessary allowances.
· Dogs: Do you want people to be able to bring dogs or not? Will dogs disturb the wildlife or distract participants?

Publicity:
· How will people hear about your activity? Do you want to circulate it beyond your Friends Group? You may want to use the activity to attract more Friends. Make a simple, clear poster. Or use an e-mail newsletter.  Make sure you are GDPR compliant if you are using an e-newsletter. 

· Social Media: use our handle @BathnesParks so we can retweet your news and photos
Advance booking and information:
· Reservations: You may want to use a reservation system. If you think the activity will be popular it’s good to ask people to reserve a place in advance so the event isn't over subscribed. This is important for managing your activity.  It may be best for people to just turn up, especially if it is an informal walk or tour.  You can use your own mailing lists / email or Eventbrite. (Eventbrite is free to use if you don't charge for the event, and you can set the number of attendees, and easily email all the participants with updates or for feedback).  If you are using your own email list, ensure participants email or register with one organiser so there is no confusion. Make a list so you can check off attendees at the start. Ensure people tell you when they register that they wish to bring children and give their age.
· Advance Information: Make sure participants are sent necessary information in advance: meeting point, times, anything to bring with them, preparation for weather, where to park, information re toilets being available or not, accessibility etc. 
· Arrival: Do you need to provide information about transport?
· Disturbance: Will your activity disturb the neighbourhood if it starts early in the morning? If so, can you remind participants in advance to arrive quietly?
· What do participants need to bring and wear? - A torch? water? notebook? binoculars? clothing? footwear? A snack? Gardening gloves? Tools?
Management:
· Recce the site to see what you need to organise and plan for
· Complete the Risk Assessment and Safety Plan. Really think through everything that might be a risk.  Take your time to do this. It is important and useful, not least so that you are fully prepared and confident as the organiser. 
· Have a system in place to cancel the event in case of bad weather
· Have a plan in place in case something troubling happens – for example, you and / or the group are approached by someone with threatening behaviour.  Avoid confrontation, move yourself and a group away from the source of disturbance, and leave the area. You may want to stop the event, or call the police if needed. (Thankfully this is very rare but it is always best to know you options).

· Make a checklist for yourself for the event: what do you need to say to participants, and what do you need to bring? How will you gather and remove any litter your activity creates? 

2.  At the activity / on the day:
· Check people off against your list as they arrive
· Start the activity with an introduction: introduce the leader, and make any announcements as agreed in you Risk Assessment and Safety Plan - for example, about the terrain, use of torches, who is the point of contact in an emergency, and remind adults to be responsible for their children. 
· Keep the group together and make sure a walk leader doesn't go on ahead and leave people behind
· Make sure elderly people can keep up and ensure there are rest points where people can take a breather
· Ensure you take a water / drink break if the activity is more than an hour
· Make sure one of the organisers is aware of the well-being of the group and the participants
· At least two of the organisers must have charged working mobile phones in case of emergency

· Have a great time!
3.  After the activity / follow up:

· Send around any follow up information and thank yous
· Invite people to become further involved in volunteering in the park or green space
· Add any new participants to mailing lists (with their consent) and ensure they are familiar with ways they can get more involved
· Ask for feedback from the participants so you can make it better next time!  

If you wish to organise a small-scale activity in your park, please contact the Parks Team: parks@bathnes.gov.uk
All information and guidance about running events of all scales are available on the B&NES Events website:

http://www.bathnes.gov.uk/events


