Knightsridge Fun Day in Support of Alcohol Reduction Project 2011 Version 5
	Key Task

	Subject
	Contact
	Responsible Person
	Action Taken
	Remaining Tasks
	Completed?

	

	Site Use Application Forms
	Mosswood Playing Fields
	Gordon Caldwell
	Graham Whitelaw
	Forms Completed and Sent to NETs and Mosswood C.E.C.
	None
	Yes

	Legal Documentation
	Licences i.e. Street Traders
	W.L.C. Legal Services
	Graham Whitelaw
	None
	None
	Yes

	Insurances
	Activity Providers
	Activity Providers
	Group
	
	
	

	Risk Assessments
	All Activities / Services / Stall Holders
	
	Graham Whitelaw

Shanna and Tina
	Risk Assessment from previous event available to amend.
	Set date to meet to do Risk Assessment.
	No

	
	
	
	
	
	
	

	Artwork and Design
	Fliers / Posters
	Thinktastic
	Tracey Lennox
	Design Seen
	Agree artwork and content.
Change LOGO
	No

	
	
	
	
	
	
	

	Publicity / Promotion
	Fliers / Posters, Local School / Local Press
	
	Graham Whitelaw Shugg
Rachel Johnson

Tracey Lennox
	None
	Graham Whitelaw to speak to school assembly re Fun Day on 17th June
Shugg to get note in local press
	No

	
	
	
	
	
	
	

	Programme / Information Boards
	Activities and Stalls Advice and Information
	
	Graham Whitelaw
Tina, Tracey
	None
	Create large scale 
	No

	Signage
	Activities / Stalls
	
	Graham Whitelaw
	Signage from previous event available (to amend?).
	Print Off Existing Signage.

Create new signage where appropriate.
	No

	Signage
	Photography Advice
	
	Graham Whitelaw
	
	Print Off signage as required.
	No

	
	
	
	
	
	
	

	Site Plans
	Advice and Information
	
	Graham Whitelaw

Janine, Shanna, Tina
	Site Plans from previous event available to amend.
	Date set to meet to complete site plans.
	No

	
	
	
	
	
	
	

	P.A. / Bands / Music
	Entertainment
	
	Graham Whitelaw
	Agreed with W.L.Y.A.P. the pa, music and bands.
	None
	Yes

	Stage
	Entertainment/Information
	
	Graham Whitelaw
	Stage ordered
	None
	Yes

	
	
	
	
	
	
	

	First Aid
	British Red Cross
	
	Graham Whitelaw
	Red Cross contacted. Pro-forma received. 
	Graham to complete and return to Red Cross. Work to be ordered on PECOS.
	Yes

	Crowd Control
	Public Safety
	
	Organising Group and Stewards
	None
	Stewards to be briefed on day of event.
	

	High Visibility Vests
	Staff Safety
	
	Graham Whitelaw
	None
	Vests available
	Yes

	
	
	
	
	
	
	

	Refreshments
	Refreshments
	
	Group
	W.L.Y.A.P. have agreed to put on B.B.Q. Café have agreed to open and open alternative foods.
	Contact Fish and Chip van. Contact Ice Cream van.
	

	Tents / Lost Children Site / Procedures and Paperwork
	Child Safety / Security
	
	Graham Whitelaw
	Previous Procedure and Pro-Forma available to amend
	Agree staff and rota for event.
Tent Booked
	

	Raffle Tickets
	Competition
	
	Graham
	None
	To be purchased.
	

	Raffle Tickets / Sign-Up Table
	Information / Activities
	
	Shugg
	None
	Agree staff and rota for event.
	

	Letters to Emergency Services
	Advice and Information
	
	Graham Whitelaw
	Copies of Letters from Previous event available to amend.
	Letters drafted. Letters to be sent.
	

	Letters to Residents at Mosswood Cottages
	Advice and Information
	
	Graham Whitelaw
	Copies of Letters from Previous event to amended.
	Letters drafted. Letters to be sent
	


