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Planning a LINK Event

When planning an event on behalf of Scottish Environment LINK, several factors need to be given due consideration.  These broadly fall into two categories -
· Tasks which need completed in order to host the event. 
· Information which should be included on any invitation/registration form issued to possible attendees.

TASKS to be taken undertaken when organising an event
· Awareness when planning an event early notice, draft programme then final programme should be circulated by email - with the aim of keeping people informed as well as interested. 
· A Risk Assessment should be completed (to meet our insurance obligations). Refer to Event Risk Assessment form in Policies.
	
· Venues – When selecting a venue consideration should be given to ensure there is disabled access, and the venue and timing of the event allows participants (where possible) to travel by public transport.  In addition, when choosing a venue/location consideration should be given to the starting points of likely delegates – (central city locations may not always be the best).

· Catering – when choosing catering, consideration should be given to serving food and refreshments which are locally grown and sourced (where possible), preferably organically produced and vegetarian.  See LINK’s environment policy for full details.

Budget – The total cost of the event should fall within the budget forecast. 
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INFORMATION to be included (where appropriate on the invite/registration form) - 
· Pictures - Photos, video/ audio recordings may be taken throughout the event for wider dissemination and may be used for publicities.  Please let the event Organiser know during or immediately after the event if you do not wish to have your picture or contributions made public.  

· Attendees details - We may include a list of attendees both at the event and/or in any report or minutes produced after the event, this would include the participant’s name and their organisation (where applicable). We will not share any contact details (such as email address etc.) 

· Travelling to Event - in line with our environmental policy which is to minimise business travel, we aim to choose venues and times which allow participants to travel by public transport, www.travelinescotland.com can help plan your trip.  If a private car must be used we would encourage those attending to Car Share if feasible.  Please contact our event Organiser who can provide details of others who may be interested in car sharing.




· Dietary needs – Please advise the event Organiser of any special dietary needs at least 7 days prior to the date of the event.

· Non- attendance – Whilst LINK does not charge attendees for attending certain meetings, LINK does incur costs to the run events (such as venue hire, catering, fees for speakers etc.). We would therefore cordially ask that if you are going to be unable to attend the event your alert the event Organiser at least 72 hours (where possible) before the event.  Failure to notify could lead to a £25 non-attendance fee being charged.  For events where there is a charge to attend, please refer to the booking information for details on cancellations and non-attendance.
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