. '. .. ’:".
. &
?@:’f‘v ﬁa

Your guidgto...

View the full toolkit:
H OST AN EVENT kit.riveractionuk.com

This short guide will provide key steps and tips for hosting public events
that engage your community, foster participation, and strengthen your
campaign.

Hosting a public event provides opportunities for direct engagement and
participation from the community on an issue. They are an effective method of
gathering feedback and allies among the community.

Public events can take many forms, depending on the objectives, target audience,
and resources available. Common types of public events include:

Community meetings

Organising community meetings provide valuable opportunities to discuss
issues, share information, gather feedback and make a well-informed plan of
action.

Educational Workshops

Workshops and seminars educate people on an issue and provide in depth
information to those who might not understand the issue. Invite expert
speakers, facilitate interactive sessions, and discuss potential solutions.

Fundraising Events

Fundraising and crowdfunding activities are a fun, creative, and interactive way
to promote your campaign and raise support. See our raise funds section of the
toolkit for more ideas.

Community Activities

Invite community members and volunteers to action-oriented events such as
clean-ups and water quality testing to mobilise your campaign issue and get
people involved in making a difference.

Debates and Panels

Hosting a community forum or debate to facilitate conversation among a range
of stakeholders is a great way to stimulate discussion and engagement on an
issue. Invite community members, experts, policymakers and activists to debate
an issue and provide opportunities for Q&A from the audience.
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TOP TIPS FOR HOSTING AN EVENT

1. Finding a suitable venue

When selecting a venue, consider its accessibility to ensure it accommodates all
attendees, including those with disabilities. Choose a central location that is easy to
reach by public transport and has ample parking. You should also make sure the
venue has the capacity to comfortably accommodate your expected number of
attendees. If budget is a concern, consider community centres, libraries, or even
your local pub! Town or village halls are also a great place for groups to hold events,
and are often available at a smaller fee than private venues.

2. Equipment
Having the right equipment in place is key and ensures a smooth and enjoyable
experience for your attendees.

Identify all the equipment you will need for your event, such as tables & chairs,
leaflets, microphones, projectors, and screens. If the venue does not provide all
necessary equipment, research local rental services or ask your local council who
often lease their equipment.

3.Catering

Depending on the nature of your event, you might want to provide food & drink to
your attendees. Sometimes it can be as simple as providing tea & coffee on a table
at the back. For larger events, it's a good idea to start planning in advance, and
allocate the responsibility to someone in your group. Be sure to cater for a variety of
preferences and requirements. If you're serving alcohol, check that the venue has a
licence!

4. Materials and resources
Consider what materials you might need for any activities, promotion, or informative
purposes. This might include:

« A registration form to sign up to newsletters, volunteer, future events, or
opportunities to get involved.

» Info sheets with information about your group, its purpose, activities, past
successes, and how to get involved. Consider designing these and printing them
with a QR code for easy sign-ups. Bitly is a good software for this and simple to
use.

« Banners, leaflets, and stickers with your group name & logo on to make yourself
a recognisable group!
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https://bitly.com/a/sign_in?rd=%2FBn14flWGqAs%2Fhome
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5. Promotion and outreach

Lastly, promotion can be key to the success of your event. Utilise social media
platforms to create event pages, share updates, and engage with potential
attendees. Consider collaborating with local celebrities to boost your publicity.
Reach out to local newspapers, radio stations, and community boards to promote
your event; even put posters up in your local library! Additionally, it's a good idea to
send out emails to your mailing list with all event details and a clear call to action,
and follow up with reminders as the event date approaches to ensure good
attendance.

Useful resources:
« Community event planning_checklist
« Earthwatch: Organising_a community event
» Friends of the Earth: Hosting_your first community event
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https://www.resourcecentre.org.uk/information/event-planning-checklist/
https://naturehood.uk/images/documents/Organising_a_community_event.pdf
https://groups.friendsoftheearth.uk/resources/hold-your-first-campaigning-event

