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Green is guidance and you can remove when you complete.
This document can be used as an initial guide for smaller scale/ community events to enable you to consider and document different aspects of the event. The event organiser should seek and read further guidance which can be found on Dorset Councils safety advisory group website: Local Small Events Guide (dorsetcouncil.gov.uk)
The purpose of this method statement is to ensure that all personnel involved in the organisation and execution of the event are fully informed of their roles and responsibilities. This document serves to guide the smooth operation of the event, ensuring that safety, legal, and logistical requirements are met.
Event title:
Date(s) of event: 
1. Event description
Why do you want to do the event, who is it for, who might it benefit, what do you want to achieve, any key activities for all or a specific audience?

2. Schedule (on the event day)
The event runs from ____ - ____ (time)
Set up between ____ - ____ 
(write as detailed as possible including any arrival times)
	Time
	Event/ Activity
	Location
	Notes

	e.g. From 11:00 AM 
	Free face painting
	The new play park
	Confirmed – borrowing gazebo

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



3. Site considerations
*Attach a site map using any tool like Google Maps, Paint, Word, or even a printed map with drawings on. A clear visual makes it easier for everyone to understand your vision and work together. It also helps you check if your plans make sense.
4. [bookmark: _Hlk173856681]Equipment required:
	[bookmark: _Hlk173851235]What
	For
	Provided by?
	Sorted?

	e.g. First Aid Kit
	All areas
	Resort
	Y

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5. [bookmark: _Hlk173857254]Roles & Responsibilities/ Staffing 
Ensure everyone agrees and is happy with their role ahead of the day.
	Staff
	Role
	Time of arrival

	e.g. Ben
	Speeches
	9:00 AM

	Sue
	Designated first aider
	10:30 AM

	
	
	

	
	
	

	
	
	

	
	
	



6. First Aid/ Welfare facilities – A more detailed explanation/ reference to your risk assessment
Assign first aid responsibilities, consider professional first aiders.
Where is the nearest de fib? 
Consider accessibility of attendees, where are the toilets, how many are there? use this information to inform you risk assessment.
Emergency Protocol:
· In case of an emergency, dial 999 immediately.
Consider the following:
· If you’re using electrical equipment, will you bring fire extinguishers?
· How will you communicate with attendees in an emergency? (e.g., megaphone or sound system).
· How will you contact team members? (e.g., phone, radios).
· Do you need any additional safety equipment or tools to ensure a quick and effective response?

7. Catering
If your event involves catering, either through third-party providers or by supplying your own food, consider the following:
Third-Party Caterers
· Ensure all third-party caterers are registered with Environmental Health.
· Confirm they hold a valid food hygiene rating (minimum of 3 or higher is recommended).
· Request copies of their Public Liability Insurance, food hygiene training certificates, and risk assessments.
· Check that they comply with food labelling regulations, including allergen information.
· Verify that they meet any on-site safety requirements, such as fire precautions for cooking equipment.
Providing Your Own Food
· Ensure your food preparation complies with food safety standards and register with Environmental Health if required.
· Clearly label food with allergens and ingredients.
· Store and serve food safely, maintaining proper temperatures.
· Consider Public Liability Insurance for food-related incidents.

8. Waste Management
Check if there are enough bins available for your event. If not, provide clearly labelled bins for recycling and general waste, placing them near food and activity areas. Consider adding simple signage to guide attendees. After the event, make sure all leftover litter is cleared, bring litter picking equipment with you.
9. Contingency plans? Will you cancel/ postpone the event? Change something slightly?

10. Key Contacts 

This is primarily for your own benefit, what will you do if your main activity doesn’t turn up? You’ll want to be able to access their number and you won’t want this to be a home phone!

	Name/ Primary Contact
	Where from
	Contact number for use on the day
	Email
	Notes
	Vehicle

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



11. Task Sheet
Weymouth Town Council does not need to see this, but you may want to create a task sheet to ensure you’ve considered everything needed for the event. This can help you assign responsibilities and ensure all actions are completed. Below is an example task sheet:
	Task
	Person responsible
	Deadline
	Notes
	Completed?

	e.g. Print consent forms for photos
	Name
	
	
	Yes

	Check first aid arrangements
	Name
	
	
	

	How will we promote the event? Posters?
	Name
	
	
	

	Apply for a PRS licence
	Name
	
	
	

	Complete Risk Assessment
	Name
	
	
	

	Check Public Liability Insurance is still in date
	Name
	
	
	

	Take photos on the day
	
	
	
	

	Write feedback form
	
	
	
	



12. Budget
Weymouth Town Council does not need to see this but you might want to create a bit of a shopping list:
Create a detailed list of everything you'll need for the event (e.g., equipment, venue costs, publicity materials, catering, etc.). Include estimates for each item.
13. Post Event
Plan ahead by scheduling a post-event meeting with the organisers before the event date. This ensures everyone knows when and where the review will happen, preventing the meeting from feeling like an afterthought when people are already busy with other priorities. Use this meeting to review lessons learned, gather feedback, and plan improvements for next time.
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