
Event Form 
Please work through this guide to help you design and plan your event.  Once completed, please send to wellbeing@newcastle.gov.uk  


NB: Events of under 20 people do not require completion of this form, unless additional 
support is needed (see section 12).  

Equally, individual partner organisations obviously do not need to complete this form in order 
to run their own events – unless they find it helpful for reference or think their work would 
benefit from being linked into the wider work of the partnership. 
	Wellbeing and Health Partnership – 
Event Form

	EF-XXX


	Key Information
	Date submitted
	

	
	Submitted by
	

	1a
	Does your event have the ability to contribute to the achievement of partnership targets?
	YES/NO
	Please explain why

	1b
	Does your event relate to one or more of the adult wellbeing outcomes, or will it help us to achieve them?
	YES/NO
	Please explain why

	1c
	Will your event help us to work together as a partnership more effectively?
	YES/NO
	Please explain why

	1d
	Does your event link to the issues related to WHO overarching and core themes (p.5)? 
	YES/NO
	Please explain why

	2. Brief Description of Event, including desired outcomes

	Please briefly describe your event, why it is required, and what you hope will be gained as a result of holding it.  If you already have an idea of the event programme, it may be useful to include this.
Also consider if an exhibition or marketplace will be needed as part of the event design.  This will affect resources, venue choice etc.

	3. Timing of event

	Please explain when you think this event will be held (month and year only needed at this stage, although additional information will be useful if known).  

This will help us to make sure that there are not several big events (potentially with similar audiences) planned close together, which may impact on availability of resources, and participants.

	4. Duration of event

	Please explain how long the event will last – for example, is it only a couple of hours long, or is it a full or half day session?  This will almost certainly impact on your catering requirements (see below).

	5. Location

	Please outline where you plan to host your event if known.

Your choice of venue will affect costs, and who can support organisation of the venue.

	6. Key audience

	Briefly outline your key audience.

In particular it is important to be clear whether it is:   

· internal only to your organisation (but relevant for other partners to be aware of); 

· for partner organisations (if so be clear if this is a Partnership event for partners, or an ACS event for partners)

· for voluntary and community groups

· for providers

· for individuals or their carers

· for the general public   

· a combination of all the above (if so state which)

You should also be clear whether the invite is open (i.e. to the public or all of an organisation), or more closed (i.e. by invitation only to named individuals or organisations).  This will affect the type of pre-event publicity required – i.e. ‘closed invites’ are only likely to require a letter/email invitation; ‘open invites’ may require press / website publicity.

	7. Size of event

	Please let us know what type of event this is:

· a small event (20-40 people) – events of under 20 people do not require completion of this form, unless you require additional support – please see section 12 below
· a mid-sized event (40-79) 

· a large scale event (>80)
· an away-day (i.e. for a defined set of people only)
If your audience is a combination of the groups above, please have a think about how many people from each group may attend.  

It is very important to think carefully about how many people will attend, as this will significantly affect the amount of resource required.  

	8. Type of event (who is coordinating it?)

	Please outline if this is an event being run by:

· the Newcastle Partnership under the brand of ‘Wellbeing for life’ (i.e. multi-agency event)
· an individual organisation

	9. Risks and Issues

	Please be clear if there are any risks of not running this event, or if there are risks that may occur as a result of running it.


	10. Access Requirements

	Please consider if people attending your meeting may have access issues.  If so, you may need to make arrangements for this (car park space bookings; room size/layout etc).  
You should make sure you ask these questions in your invitations / pre-event publicity, along with inclusion of public transport information.

	11. Catering Requirements

	State here if you will need tea/coffee/biscuits/fruit/lunch for your event.
If you have people attending for a full day, you should consider providing lunch – and this will considerably add to your costs.

You should also understand if there are dietary requirements – e.g. vegetarian, halal etc.  You do not need to let us know about these, but you should consider them in your pre-event planning (e.g. include on booking forms).  As far as possible events run under the ‘Wellbeing for life’ brand should include healthy catering options.

	12. Resource requirements over and above your own staff

	To make sure the event is professionally managed, you may need to call upon resource from outside of your team/organisation.  Please consider:

· Do you need communications advice? – i.e. do you want to do a press release?
· Do you need marketing support? 
· Do you need extra admin support? – Wellbeing for life admin staff have access to a series of templates and databases (e.g. invitations) that may facilitate organisation of your event

Please indicate whether you need any of this resource, and if so, how much you think you may require.

Please note that none of these people can ‘run’ your event.  However, they may be able to provide expertise and guidance to help you run it better.

	13. Budget  

	Based on all of the above – please indicate if you need a budget for this event, and approx. how much this may be.  Also indicate if you need additional funding.

	14. Other Considerations

	Consider the type of event you are planning – it may impact on what you need to do.  For instance, an event on ‘transport’ may want to promote the use of public transport to reach the event, wherever possible.  An event on healthy lifestyles may not want a ‘deep fried’ buffet!

You do not need to state these in this form unless it is helpful relevant to do so – but please bear them in mind if your event is approved. 
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