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1. Purpose of this policy
This policy sets out how Hearts in the Stand (“we”, “our”) plans, manages, and delivers safe, inclusive, and well‑organised events. Its purpose is to ensure all events are run professionally, responsibly, and in line with UK health, safety, safeguarding, and data protection standards.
2. Scope
This policy applies to:
· Matchday activities
· Community events
· Fundraising events
· Outreach sessions
· Workshops or training
· Online events
· Any activity organised or supported by Hearts in the Stand
3. Our event principles
We commit to events that are:
· Safe
· Inclusive
· Accessible
· Well‑planned
· Environmentally responsible
· Welcoming and community‑focused
4. Roles and responsibilities
Event Lead
Responsible for:
· Planning the event
· Completing risk assessments
· Coordinating volunteers
· Ensuring safety and safeguarding measures
· Managing communication and logistics
Volunteers
Responsible for:
· Following instructions and safety guidance
· Reporting concerns or incidents
· Supporting participants respectfully
· Upholding organisational values
Board
Responsible for:
· Approving high‑risk or large‑scale events
· Reviewing post‑event reports
5. Event planning process
Every event must follow these steps:
1. Define purpose and objectives
2. Select a suitable venue or platform
3. Complete a risk assessment
4. Confirm staffing and volunteer roles
5. Plan safeguarding measures
6. Arrange equipment and materials
7. Communicate event details clearly
8. Prepare contingency plans
9. Brief volunteers before the event
6. Risk assessment
A risk assessment must be completed for all events, covering:
· Venue safety
· Crowd management
· Weather (for outdoor events)
· Accessibility
· Safeguarding
· Fire safety
· Equipment uses
· First aid provision
· Lone working risks
High‑risk events require board approval.
7. Safeguarding
Events involving children or vulnerable adults must include:
· Appropriate supervision ratios
· DBS‑checked volunteers where required
· Clear reporting procedures
· Safe spaces for participants
· No unsupervised one‑to‑one situations
Safeguarding concerns must be reported immediately.
8. Health & safety
We ensure:
· First aid provision is available
· Emergency exits are clear
· Equipment is safe and appropriate
· Volunteers know emergency procedures
· Hazards are identified and controlled
· Incident reporting procedures are followed
9. Accessibility and inclusion
Events must be accessible by:
· Choosing accessible venues
· Providing clear signage
· Offering alternative formats where needed
· Ensuring inclusive language and behaviour
· Considering sensory needs (e.g., quiet spaces)
10. Volunteer briefing
Before each event, volunteers must be briefed on:
· Roles and responsibilities
· Safety procedures
· Safeguarding expectations
· Emergency contacts
· Event schedule
· Communication channels
11. Managing participants and crowds
We will:
· Monitor numbers to avoid overcrowding
· Provide clear entry and exit routes
· Use signage and barriers where needed
· Ensure vulnerable participants are supported
· Respond quickly to concerns or incidents
12. Equipment and materials
We ensure:
· Equipment is safe and fit for purpose
· Volunteers are trained to use it
· Damaged items are removed from use
· Electrical items are PAT‑tested where required
13. Data protection
We will:
· Collect only necessary information
· Use secure systems for registration
· Obtain consent for photos or media
· Protect personal data in line with UK GDPR
14. Financial management
For events involving money:
· Cash handling must follow the Finance Policy
· Two volunteers should count income where possible
· Records must be kept for all transactions
· Raffle and lottery rules must be followed
15. Environmental responsibility
We aim to:
· Reduce waste
· Avoid single‑use plastics
· Use recyclable or reusable materials
· Encourage sustainable travel
· Minimise unnecessary printing
16. Incident reporting
Volunteers must report:
· Accidents or injuries
· Safeguarding concerns
· Near misses
· Behavioural issues
· Equipment failures
Reports must be submitted as soon as possible.
17. Post‑event review
After each event, the Event Lead will:
· Review what went well
· Identify areas for improvement
· Record incidents or feedback
· Update risk assessments if needed
· Share learning with the board
18. Review of this policy
This policy is reviewed annually or sooner if:
· Event types change
· New risks emerge
· Legislation or best practice changes

