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Introduction
East Suffolk Council received funding from the
European Regional Development Fund (ERDF)
to support the safe return to high streets
and to help start building back better from
the Covid-19 pandemic. Under the umbrella
heading of ‘Welcome Back’ the programme
sought to support the local economy of our
East Suffolk towns as part of their economic
and community recovery, celebrate place
and ultimately raise the profile of East Suffolk
within the visitor economy.
This toolkit is part of a wider package of support
to advise our towns on best practice for event
development, feasibility work to assess the types
of events that their town could support and
what marketing could help to encourage greater
footfall into their town centres to support recovery.
The MarketPlace project combines pilot markets
and cultural activity to grow critical mass and
demonstrate how innovative, curated markets can
support the economic health of towns and underpin
placemaking ambitions. In turn this boosts a sense of
celebration to create community cohesion, pride and
aspiration for sustainable future events.

From consultation with towns
many common themes emerged.
East Suffolk towns are all unique but
share many challenges when it comes
to running markets and events.
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The main themes that arose from our
discussions across all the towns included
how to best coordinate activity across
different groups and stakeholders,
identifying suitable locations, travel and
transport issues, securing resources,
budgeting, recruitment of volunteers and
people to take on the planning of the events.

This toolkit aims to help you
overcome some of these
challenges – and successfully
run your own event.
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Principles of
placemaking

What makes vibrant, inclusive,
prosperous placemaking?
There is a lot to think about when planning an event that
works for your town or place. Understanding what the
event is for, who it is aimed at and what you want it to
achieve is useful. The list below can be used to help with
planning strategically and also for individual events:
Encourage creative leadership
Identify individuals who are collaborative, creative and outcomes focused.

Understand what your place stands for
What is the essence of your town that you want to promote.

Translate place values into event values
Use what is great about your place to inform the events you create.

Understand societal directions of travel
Be aware of what is happening in the world so that your events are fresh.

Reach opinion formers
Use local contacts to be ‘influencers’ as the best form of marketing.

Fully understanding demographics
Know your community.

Using modern methods of marketing
Embrace the digital alongside traditional methods and research which platform
works for your audience and event.

Using great design
Will make a huge difference and doesn’t need to cost the earth.

Choosing your location
Choosing the right location will influence the success of your event, the permissions
you need, the time the event can take place…
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Sound economic planning and funding
Work with stakeholders to create a realistic budget and when you are successful
demonstrate this to stakeholders to support future events.

Thorough post-event analysis
Collate as much data as you can to demonstrate footfall, demographics and stand
out quotes to support your evaluation.
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Thinking about Framlingham
Engage with the younger generations

Event organisation team

Succession planning

Sustainability Volunteers

Focus on sports, Leisure and Family events Energy and Experience
Finances

Heritage assets
Successful track record

Coordination of stakeholders

Support each other
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Practicalities

Key things to think of
when planning town events
Whatever the scale of your event
there are some key practicalities to
think about as part of your planning:
Review your funding status and options
Decide if you need to raise more funds and investigate any available grants,
fundraising options etc.

Choose your theme
Having a clear theme allows you to be focused and link back to the theme for
content, décor, time of year…

Agree your location
There may be a limited number of locations in your town but it is worth trying
out different locations to refresh how people see their local environment.

Work with stakeholders
Being as collaborative as possible reaps rewards. The collective aim of creating
something good for your town should be unifying. It also helps when talking
to stakeholders like shops to encourage participation in a way that works for
everyone.

Secure permissions and licences
It is likely that your event will need a licence if you will have alcohol and
performances; you may also need a licence for the venue or land where the event
will take place and if you plan to carry out the event at certain time of the night.

Hire performers
Your event might benefit from music or activities that fit the theme you have
chosen; or you might want to hire other elements that will enhance a market
event, and that you will budget for, eg Arts and Crafts activities for children.

Recruit Volunteers
Use all the networks that you can to recruit volunteers for particular aspects
of running your event: if you can recruit volunteers with skills this can be
invaluable for marketing, design and practical help on the day. Volunteers who
can dedicate just a few hours on the day of the event are also important and
can help with stewarding, taking tickets, running stalls, assisting with parking.
Someone who volunteers may then play a more significant role in town events
at a later date.
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Infrastructure
If your event will need structures such as marquees consider where they
will be placed and what will be needed to secure them.

Insurance
Check your public liability and enquire if you need separate event insurance
with a company that specialises in events. Check that third parties involved
in your event have their own insurance.

Technical crew
Think about who will manage the technical elements of your event. You may
be able to run some technical aspects of the event but might need specialist
help depending on location and theme.

Sound & lighting
Your event may benefit from professional support for sound and lighting,
for aesthetic, practical and safety reasons.

Organise marketing and PR
From the local paper and community radio station to online platforms,
leaflets and posters, it is important to use whatever routes you can to
publicise your event.

Carry out evaluation after the event
Reviewing how your event went is constructive and will inform your future
events. Ask your community, partners and peers to be critical friends and
feed back from their particular perspective. If you are able try to carry out
a simple audience survey to ascertain enjoyment, demographic of attendees
and reasons for attending.

First Aid guidelines
The type of First aid cover needed for your event will depend on many factors.
For example, whether it’s a music concert or a family fun day, if it’s indoors
or outdoors, what activities will be taking place, your audience profile and
expected numbers.
Your risk assessment will help you determine the level of First Aid cover you
require. Some events will only need trained first aiders whereas other will need
professional onsite First Aid support, St Johns Ambulance recommend 2 first
aiders per 1000 people.
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Think about marketing
Publicity and promotion is essential in order to attract
visitors to your event. Things to think about include:
What are the objectives of your marketing?
To publicise the event or raise awareness more generally of your town?

What makes your event special?
Who are your competitors and what is it you like or dislike about their events?
What is your unique selling point?

Who is your audience?
Local residents or people living/visiting from further afield?

How are you going to reach them?
Which channels (online/offline) are the best ones to reach them? Think about local
opportunities – local press, radio and tv, social media, interest groups who may be
willing to share your messaging.
And which assets? Printed flyers, posters, social posts...

What is your key messaging?
What do you want your audience to take away/understand about your event?
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The Purple Guide
Perhaps one of the most useful resources
when planning an event is the Purple Guide
to Health, Safety and Welfare at Music and
other Events written by The Events Industry
Forum in consultation with the events industry.
Its aim is to help those event organisers who are dutyholders to manage health
and safety, particularly at large-scale music and similar events. The Health and
Safety Executive was consulted in the production of the workplace health and
safety parts of this publication. “Following this guidance is not compulsory, unless
specifically stated, as some elements go further than the minimum you need to do
to comply with workplace health and safety law. If in doubt you should refer to the
requirements of the law at www.hse.gov.uk”.
The Purple guide is accessed via subscription of £25 + vat for 12 months but worth
every penny: www.thepurpleguide.co.uk
If you wish to host an event on ESC land, complete the ESC Apply4Event system:
app.apply4.com/eventapp/uk/eastsuffolk
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Create an event management plan
Your event management plan is your what, where and
how, it will help you plan your event and make sure you
don’t miss any crucial elements. It is also a great tool to
share your vision with other stakeholders and help put
others at ease.
ESC event plan
www.eastsuffolk.gov.uk/assets/Business/Health-and-Safety/
East-Suffolk-Event-Management-Plan-Guide.pdf
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Risk Assessments
The aim of the risk assessment process is to evaluate
hazards, then remove that hazard or minimize the level
of its risk by adding control measures, as necessary.
By doing so, you have created a safer event.
Risk assessment
Company name
Event
Date & time
Date assessment was carried out
Assessment carried out by
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Risk assessment
What are the
hazards?

Person at risk?

What are you
already doing
to control the
risks?

What further
action do you
need to take
to control the
risks?

Who needs to
carry out the
action?

Risk Level Low,
Medium or
High

When is the
action needed
by?

Done

Vehicular
movements
Manual
handling
High noise
levels
Crowd control
Slip trips & falls
Crushing
Food handling
Covid
Weather
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Other things to consider
Apply for a road closure
Apply for a Special Events Order to close a road for an event in Suffolk – including
civic events, fairs or a carnival.
www.suffolk.gov.uk/roads-and-transport/roadworks/apply-to-close-a-road-for-an-event

Apply for a temporary event notice
Temporary event notices (TENs) are a way of providing permission for small,
occasional events at a premises or area (including outdoor places) where licensable
activities are not normally allowed.
www.eastsuffolk.gov.uk/business/licensing/alcohol-and-entertainment/temporaryevent-notices

Apply for a parking suspension
Apply to suspend on street and off street parking places if appropriate to use as part
of your event.
www.eastsuffolk.gov.uk/visitors/parking-services/permits-exemptions-and-dispensations

Apply to hold an event on council land
If you would like to hold an event on district council land, regardless of size, they can
provide support through the application process, give advice to event organisers and
assist with marketing and promotion.
www.eastsuffolk.gov.uk/community/events-on-council-land

PRS for Music (formerly the Performing Rights Society)
A collecting society representing the performing rights of its songwriter, composer
and music publisher members in the UK. PRS for Music licenses the use of its
members’ music, collects royalty payments on their behalf and then distributes them.
www.makingmusic.org.uk/faq-type/public-performance-and-do-we-have-pay-prs%E2%80%A6
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Budget

Budget template
Creating a list of expenditure and income for an
event highlights areas that might influence the scale
of your event and what is feasible within your overall
budget. This template outlines key budgeting areas:
Expenditure categories
Technical
Lighting
Sound (PA system and sound tech)
Site Electrics (Hook ups for market, other lighting)
Generator Fuel
Infrastructure
Marquees/Stages
Stalls, eg covered stalls/gazebos
Chairs and tables
Décor
Bunting, backdrops, banners/flags etc
Programme
Cultural content (eg music, other performers)
Licences
PRS (music licence fee)
Temporary Event Notice (TENS)
Road Closures & Parking Suspensions
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Expenditure categories
Communications
PR
Social Media
Marketing
Branding & Design
Paid Advertising
Leaflet printing & distribution
Website
Signage
Photography
Production
Technical support/management
Paid team members
Volunteers
Health & Safety
On site medical services eg St John’s Ambulance
Insurance eg Public liability, adverse weather…
Contingency
A % of your budget to cover unexpected expense/
lower income
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Useful contacts
East Suffolk Council Services
Running an event safely
www.eastsuffolk.gov.uk/business/health-and-safety/running-an-event-safely

Event management plan guide
www.eastsuffolk.gov.uk/assets/Business/Health-and-Safety/East-Suffolk-EventManagement-Plan-Guide.pdf

Suffolk Resilience
www.suffolkresilience.com/event-safety

Community Action Suffolk’s Volunteer Suffolk scheme:
Volunteer Suffolk – Be amazing. Be a volunteer
www.volunteersuffolk.org.uk

