
EVENT 
PLANNING

How to  run an event





WHAT KIND OF 
EVENTS COULD 
YOU HAVE?
• Tractor Run 
• Fireworks
• Race Night 
• Quiz Night 
• Coffee morning
• Dinner & Dance 
• Barn Dance 
• Flicks in the sticks 
• 80th Celebratory Ball



THE BASICS

DATE VENUE FOOD/DRINK LICENCE RISK 
ASSESSMENT 

BUDGET SECURITY/
SAFEGUARDING 



MONEY
The aim of the game is to make some money for your Club or a Charity 



BUDGET

Pros and cons of a venue – that 
has everything …

Food/Bar – make a profit

You’ll need a float – for the door, 
bar, bbq, raffle  

Ticket price – make a profit 



DATE:
Pick a date … consider what else is going on in YFC 
(other clubs and County), your local area, venue 
availability and do you have time that week to set up? 



VENUE

Number of people you 
expect/ what is the 
capacity 

Farm/Shed/Field 

Village hall 

Hotel/ Event Venue 

Restriction on ticket sales?

Toilets ?
Set up for a bar – Potato boxes?
Security fencing ?
Ensuring no access to other 
areas of the farm ?
Lighting ?
Power for DJ/Lighting etc?
Marquee?
Parking?

Tables/Chairs?
Book caterers?
Do you need Licence?
Does the Hall have certain 
restrictions e.g. Harley VH no 
music after 11pm.

How expensive?
Do they provide the bar and 
food?



FOOD AND DRINK

Booking an outside 
caterer?
•Oak Apple Catering
•A Hog roast 
•Less hassle - could be 

more expensive

1
Using the venue’s 
caterer and bar 
•Less hassle - could loose 

out on bar money
•Could be more expensive

2
Doing the bar 
yourselves?
•Need a Licence
•Buying drink
•Stewards to man the bar!

3
Doing the food 
yourselves? 
•Food hygiene Certificate 
•Cooking equipment 
•Cleanliness 
•Stewards 

4



TENS 
LICENCE

What? 

For licensable activities – selling alcohol, serving alcohol to 
members of a private club, providing entertainment (eg 
music, dancing, indoor sporting events), serving hot food or 
drink between 11pm and 5 am.

Licence Holder – Over 18, NOT allowed to drink on the event, 
responsible for the event and must be there!!! 

Temporary event Notice - £21 

Download and Fill in the form – make sure you cover yourself 
if you’re having a DJ (entertainment) or late-night food (after 
11pm) Submit via email and pay - 

https://www.shropshire.gov.uk/licensing/apply-for-a-licence-
or-permit/temporary-event-notice/

SEND TO COUNCIL AT LEAST 6 WEEKS BEFORE THE EVENT

If this is a dance, then it would be 
23rd October 2023 20:00 to 23:59
24th October 2023 00:00 to 04:00 

https://www.shropshire.gov.uk/licensing/apply-for-a-licence-or-permit/temporary-event-notice/
https://www.shropshire.gov.uk/licensing/apply-for-a-licence-or-permit/temporary-event-notice/


PAYING FOR 
THE LICENCE

https://www.shropshire.gov.uk/licensing/apply-for-a-
licence-or-permit/temporary-event-notice/

JOE BLOGGS

Skylark Cottage

Cressage

Shrewsbury

SY5 6NG

078944358195

joebloggs1@gmail.com

JOE BLOGGS
SHIPTON VILLAGE HHALL
SHIPTION,
 TF13 

https://www.shropshire.gov.uk/licensing/apply-for-a-licence-or-permit/temporary-event-notice/
https://www.shropshire.gov.uk/licensing/apply-for-a-licence-or-permit/temporary-event-notice/


BUYING DRINK

Sale and return – DON’T USE SHREWSBURY 
BOOKERS 

Bookers (TELFORD, HEREFORD) ?
Storm Machine – Jamie ? 
Battlefield Beers ?
Supermarkets (check which ones) ?

SFYFC has lots of bottles of Coca-Cola that 
couldn’t be returned from Chairmans – use 
County instead of Aldi!! 

This Photo by Unknown Author is licensed under CC BY-NC-ND

https://dakilapinoy.com/2018/10/23/dalawang-epigrama-ni-martial/
https://creativecommons.org/licenses/by-nc-nd/3.0/




RISK 
ASSESSMENT 

Every event should have a risk 
assessment 

Keep 1, send 1 to county, keep one 
for 7 years in Club documentation! 

Have one with you on the day of the 
event! 

Assess the risk need it for insurance

More detailed risk assessments 
needed for Fireworks, Tractor run, 
Animals, Under 18s and alcohol

https://sfyfc.org.uk/wp-content/uploads/2018/04/Sfyfc-Blank-Risk-Assesement-2022.pdf



SECURITY
County currently uses Valley security 
Currently County uses Valley security – they know the troublemakers! Garry is usually pretty good at dealing with any issues etc, make 
sure you get him to sign a receipt if you pay him cash – tip for the treasurers. 

National suggests you appoint a safety officer – Book SIA security  - take SIA numbers down. 

Book security to arrive 30 mins before starting and leave 30 mins after finishing time – get everyone 
away from the venue and ready for any early birds!

Wristbands separate O18/U18 – tell the security and bar staff
Make sure your security and stewards know the O18/U18 wrist band colour differentiation, this is part of your risk assessment AND your 
licence – if U18s are served alcohol and someone from licensing comes and you haven’t done anything to prevent it – someone could go 
to prison…. Extreme but it’s true! 

Banned YFC Members List – CONFIDENTIAL!
NFYFC has a list of banned members who are not allowed to attend ANY YFC events, club officers will be sent the updated list by 
Gemma and made to sign a confidentiality agreement not to share the names on this list. So, you are in a position of trust and 
power so do not abuse it! If you have a banned member turn up, take them to one side, they KNOW they are banned and ask your 
security to help/deal to remove the member. If you allow one in, your membership could be in jeopardy!

RED FOR NO 
GREEN FOR GO



SAFEGUARDING
Have a copy of the following on the night: 

• Licence 
• Risk assessment 

• Food Hygiene certificate 

• Copy of insurance document

Booking first aid or paramedics as necessary for the event 

Stewards – responsible stewards to help on bar/door etc – Ask past members, advisory etc. 
Provide a stewards briefing before the event. 

Under 18s…
• NO Under 16s for dances 

• MUST be SFYFC Members – they are not insured if they’re not.
• MUST have a consent form – keep this and send to County, you may need to contact their parents during the event

Any safeguarding issues, trouble or problems on the night or after – use your security, in an emergency 
contact the police/ambulance etc and make sure you contact County –Gemma, Max or Millie to report the 
incident. 



PROMOTION AND 
ADVERTISEMENT
Road signs 

Facebook 

Instagram 

Posters 

Ticketsource – create an account 
for your club – booking fee and 
ticket source takes 7% of ticket. 

On any promotion make sure 
you remember these 4 letters: 

R.O.A.R.

“Right of Admission Reserved”

Advised not to promote until licence is granted and SIA (Security) are confirmed. 



OTHER IMPORTANT BITS AND 
BOBS
Toilets – enough for the number of people you’re expecting

Security fencing – depending on your venue 

Potato Boxes (bar, bins etc) 

Fire Safety - Check venue arrangements, or if on farm, prepare fire plans 

Traffic Management – Plans and parking arrangements, parking marshals 

Insurance – NFYFC does it cover you? Double check Farm insurance if you’re on a 
farm/someone’s property. 

Sponsorship – donations in kind e.g. 

 Raffle prizes 

 Blakemore Foundation – apply for voucher to spend in store for raffle prize or 
tea/coffee/milk 



CONTINGENCY PLANS 
Emergency plans – emergency communication plans 

Contingency plans 

Other separate documents 

• Admissions policy – published with promotion materials

• Conduct and policy for ejecting patrons not respecting this 

• Events drugs operation policy 

• Event alcohol operation policy 

• Event safeguarding operational plan 

• Event security operational plan 

• Emergency procedures 



TRACTOR RUN
Event plan (road/route map, disclaimer form)

Risk assessment 

To get YFC insurance, must adhere to NFYFC 
Tractor Run info (ask Gemma) – send all the 
documentation to: yfc_mailbox@nfumutal.co.uk

And notify the council –fill out the form, send 
your RA, Event plan and send via email 
https://www.shropshire.gov.uk/planning-an-
event/are-you-planning-an-event/

Email: resilience@Shropshire.gov.uk 

SPECIFIC NEEDS FOR CERTAIN 
EVENTS…

mailto:yfc_mailbox@nfumutal.co.uk
https://www.shropshire.gov.uk/planning-an-event/are-you-planning-an-event/
https://www.shropshire.gov.uk/planning-an-event/are-you-planning-an-event/
mailto:resilience@Shropshire.gov.uk


GOOGLE IS YOUR FRIEND
Need a specific risk assessment or don’t know what to write in a certain safety plan a venue has 

asked you for – Ask a County Officer, Gemma, Amy or Google it!!!!
Yorkshire YFC has some docs for certain policies! 



Insurance
- Public Liability Insurance is in place via the policies held with the NFU Mutual –

cover of £15,000,000
- Borrowed/hired machinery (from dealers) is insured – limits apply:

- £100,000 per single item
- £300,000 limit per event
- If the value is higher, the equipment can be insured and addition premium will 

be due
- £150 excess in place
- It is not new of old cover – age, wear & tear will be accounted for in any claim
- Temporary certificates can be issued by the NFU Mutual – with at least 3 days 

notice. Registration/serial number and market value of the machine is  required 
for the certificates to be issued.  New for old can be purchased for additional 
premium



Insurance
- Borrowed/hired machinery (from YFC members, their families, employers or 

supporters ) is NOT insured – the owners should provide the machinery with 
insurance cover.  If the owner cannot or will not insure the machine, the NFU 
Mutual will consider a policy for the event day and a premium will be payable .

- £100,000 per single item
- £300,000 limit per event
- If the value is higher, the equipment can be insured and addition premium will 

be due
- £150 excess in place
- It is not new of old cover – age, wear & tear will be accounted for in any claim
- Temporary certificates can be issued by the NFU Mutual – with at least 3 days 

notice. Registration/serial number and market value of the machine is  required 
for the certificates to be issued.



SCENARIOS
What do you think you’d need? 



SCENARIO 1 

Much Wenlock YFC are wanting to host their annual 
Dinner and Dance at a hotel or similar venue…



SCENARIO 2 

Shawbury YFC are wanting to host their annual Tractor 
run…



SCENARIO 3 

Nesscliffe YFC are wanting to host their annual Big 
Barn Bash…



SAFEGUARDING SCENARIO A 

Millie has got her car stuck in the field and come to find someone to help?”

What do you do? Have you planned for this? 

(a) Tell her it’s her own fault she’ll have to walk home! 

(b) Tell her to give it some welly… 

(c) We have a tractor available and able to pull the car out. 

(d) We have a tractor to pull vehicles out, but we also had parking stewards to help park 
people. 

(e) Other … 



SAFEGUARDING SCENARIO B

Paris is 17, her and her friends attended the event and she believes 
she has been spiked. Her parents are ringing the Chairman, what 
should you do?



SAFEGUARDING SCENARIO C 

Doris in the next-door house complained that the music was too loud”. 

What do you do? 

(a) Tell her to take her hearing aids out, she won’t hear it then. 

(b) Send an apology letter or phone call after the event and do nothing during. 

(c) Doris was made aware of the event being held prior to the date and should a complaint 
arise, the Chairman or Secretary will be sending an apology letter to Doris. The music is 
turned down slightly. 



SAFEGUARDING SCENARIO D, E & F 
Herbert is 30, a previous member of a club and was banned from all YFC events and still is. 
He buys a ticket for a dinner and dance, what should you do? 

Barry is 15 and turns 16 at midnight at the dance, he is a SFYFC member, do you let him in? 

Tom is 17 and says he’s signed up, but he’s not on the county membership list, what do you 
do? Let him in? 


