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A WORD FROM THE SPONSORS

Using professional equipment and providers will give your
production or event a huge head start.

If you employ the services of the right hire/production companies,
you will be able to rely on the experience and technical
knowledge of true professionals.

By contacting Production Services Ireland you are taking your
production values to a higher level. with over 50 years combined
experience in the entertainment industry, the team at PSI have
extensive knowledge of all aspects of event production, from
lighting and sound, staging and pyrotechnics, to stage,
production and event management, in all forms of location; from
green-field site to purpose-built venue, church hall to school gym,
studio to arena. PSI professionals have all the knowledge you need.

Regardless of whether you are planning an event for 20 people,
or 20,000, PSI can offer a wealth of advice and technical support.

PSI also offers training in all aspects of production and regularly
run courses at their premises, and on site.

We are delighted to have worked with Voluntary Arts Ireland on
this guide and hope it will help you make the most of your event.

Production Services Ireland

www.productionireland.com

Production Services Ireland +44 (0) 28 90 814 858

www.productionireland.com
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Technical skill to support artistic vision

Bruiser Theatre Company toured during March and April 2009 with
Joan Littlewood's classic, 'Oh What A Lovely War', directed by Lisa
May, and lighting design by Sean Paul O'Rourke.

Designer David Craig was approached to come up with the set
design for the show, the centrepiece of which was a free-standing
structure outlined with over 90 light fittings. Craig turned to
Production Services Ireland for the electrical outfitting of the set,
which was carried out at PSlI's premises.
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PRODUCTION FOR ARTS EVENTS
A PLANNING CHECKLIST

This guide is designed to help first time events organisers, or those wishing to produce
more ambitious events, check through the basics logistics of putting on their event,
whether it is a theatre piece, exhibition or arts festival.

It focuses on the practicalities of putting the event on and getting people to it — covering
the venue, front of house and stage management, it also overviews compliance matters.

It does not cover Health & Safety in depth; this is the topic of the second of these guides.
Nor does it look at marketing or audience development — vital topics in their own right for
which reading materials and contacts are listed in the Further Resources section.

Use this guide to think through your event step by step with the other organisers. What
you will need is a lot of common sense and enough time to plan well. Experience is a
great help. If you don’t have it, share your plans with people who do and ask them to
spot any gaps. Voluntary Arts Ireland is happy to help with planning and Production
Services Ireland with technical advice. Do call if you have questions; and please let us
know if this guide was useful and how it can be improved.

© Voluntary Arts Ireland 2009

Voluntary Arts Ireland +44 (0) 28 44 839 327

How to Use this Guide

The Guide is in two columns, read Step
One first for the basics, then check Step
Two to see what applies to your event.

Move about by clicking the underlined
links (try the right-hand mouse button).

Work through the points and note the
issues they raise for you. We suggest
you keep two sets of notes

1) Things you have decided because
you have the information needed.

2) Things you need to find out about.

The first is the start of your plan; the
second is your query action list. As

queries are answered you can make
decisions and add them to your plan.
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This guide does not provide all the answers; it flags up what you may need to know and points you to sources of information. Legal requirements vary by place,
activity and over time, so make sure to ask the authorities and experts well in advance. This is not a full guide to Health & Safety. For this see ‘Further Resources’.




Step One — issues that almost every event organiser will need to consider and
Step Two — issues you need to scan to see which might apply to your event.

CLICK THROUGH CONTENTS - Move through by clicking the underlined links (you may need to use the right-hand button)

1. The Venue/Site Capacity
Getting People and Things To The Venue

Getting People In and Out of the Venue/Site
Emergency In and Out Routes

The Ground/Floor Surface

. Performance/Exhibition Area Size & Surface

Getting Stuff In

Supply of Electricity to Area
Lighting

Sound

. Front of House Demarcation and Barriers
Sightlines

Access Control

Audience Comfort

. Programme & Stage Management Timing
Programming & Stage Management
. Artists/Art/Speakers Arrangements with Artists
. Team & Management Team Roles and Management
. Compliance/Legal Licences & Notification
Insurance
Child & Vulnerable Adult Protection
. Health & Safety - Overview key points ST U First Aid
(see H&S Guide for full information) Emergency Procedures Signage
Audience Welfare Suppliers
Disability Access Compilation of points
Further Resources Reading, Agencies, Advisors
Case Study Personal View of an Event Organiser

Checklist for briefing sound/light suppliers i 485




THE VENUE OR SITE STEP ONE THE VENUE OR SITE STEP TWO

Capacity

1. Check how many the venue holds. It may have a set number
of seats. It may have a fire certificate stating how many
people it can hold. There maybe limits set by the venue or the
event insurers.

2. Capacity will vary depending on how you use the space,
fewer people can fit in sitting than standing for example.

3. Make arrangements so you cannot sell more tickets than
space available.

4. Check dressing rooms, toilets, hospitality, catering facilities,
storage areas and cloakrooms at the venue against your
needs.

Back to Menu

Capacity

1. The size and number of exits can affect capacity as there may
be a set maximum time in which you need to be able to get
everyone out.

2.If using an untested venue or outdoors, ask the fire service to
assess it before you estimate ticket sales for your budget.

3.Ensure that you have control systems in place so that you can
control the numbers buying tickets / gaining entry on the day.

4.Consider the site’s capacity to provide facilities such as
dressing rooms, hospitality areas, first aid areas, toilets, secure
storage, event team rest rooms, cloakrooms or baggage areas,
catering facilities.

Back to Menu




THE VENUE OR SITE STEP ONE THE VENUE OR SITE STEP TWO

Getting People and Things To the Venue Getting People and Things to the Venue
1. Check out public transport timetables and road access. 1. If expecting a crowd talk to the police, roads service, pubic
_ . . transport, council and local property owners. In some cases
2. Estimate what car parking you will need. you must notify the authorities, so consult them early.

3. Check what car parking is available nearby and its opening/ | 2. Consider rush hours, one-way systems and narrow streets.
closing times. Ask the police about the need to cone off areas, control on
street parking, close roads or direct traffic. For outdoor/street
events consider how to keep routes clear to areas reserved

for people with access needs.

4. You may need to tell guests in advance where to park.

5. Check drop off areas and car parking is available for people

with disabilities and let people know in advance if they need | 3. Check car parking areas, capacity, access routes, gate sizes
to park somewhere specific. and surface. Bear in mind access and parking for coaches,
suppliers, loading and unloading. Heavy use and large
vehicles may break pavements and make fields unsuitable,
especially in wet weather.

6. You may need car park supervisors.

4. Outdoors, check right of access and permissions to cross

Back to Menu
land.

5. Check if you will need lighting in the car park and car park
attendants throughout to guide people and for security.

6. Consider providing recommended routes and a car park map
with tickets and on your website. Check out remote parking
and a shuttle bus. (Park and Ride).

Back to Menu




THE VENUE OR SITE STEP ONE THE VENUE OR SITE STEP TWO

Getting People In and Out of the Venue/Site

. Consider where and how will people get in. Walk through the
different ways to and into the venue.

. You need ways in and out that are level and wide enough for
wheelchair users. Ask the venue about disability access
arrangements. If poor, consider an alternative.

. Consider signs, pathways, floor surfaces, stairs, ropes,
lighting and ushers/stewards needed to get people in safely.

. Check that steps, low ceilings and path edges are well lit and
marked in bold contrast to assist people with impaired vision.

. Think about how far in advance you open doors to avoid
bottlenecks.

. Check arrangements for taking tickets. (see Front of House)

. If you give out badges or passes, or record details in a visitor
book, pay attention to the space needed for this so that jams
do not happen.

. Think about what people will do with bulky coats, bags, baby
buggies and how this affects the routes in and out.

. Walk the exit routes. After events people tend to leave all at
once. Think about the implications and how to control
departure.

Back to Menu

Getting Crowds In and Out of the Venue or Site

. People in large numbers ‘herd’ and move in ways that may

surprise you. It is always worth reading up and asking a
crowd expert for advice.

. You may need several entrances to keep things moving,

especially if people are likely to arrive all at once.

. This will have implications for the number of security and

reception staff you need.

. Consider dividing people up by marking specific entrances /

doors on different tickets.

. If there are queues you may need shelter and extra stewards.

. Check if you need to provide extra lighting on routes in and

out.

. Consider how bag check or cloakrooms will operate to

prevent blockages on the way in and out.

. Think about turnstiles — they control access for ticketing, but

badly planned cause queues and crushes. They need to be
released for letting people out. They may not work for
wheelchair users. Always seek expert advice if you are
thinking of using them.

. If seating is in terraces, check disability access.

Back to Menu




THE VENUE OR SITE STEP ONE THE VENUE OR SITE STEP TWO

Emergency In and Out Routes

. Ask your venue about its Emergency Exit Routes, Emergency
Lighting, Fire Doors, and Evacuation Procedures.

. Check it's procedures for Emergency evacuation of people
with disabilities.

. Walk Emergency Evacuation routes so you know them in
advance.

. Look at spaces between people, seats, tables, displays, and
equipment. Check there is enough room for people to leave
quickly.

. Check the venue’s procedures for emergency evacuation of
people with disabilities.

. Check if the venue will make the pre-event announcement
about what to do in an emergency or if you need to do it.

. Think about who will be trained in evacuation, who will be in
charge and what briefing the team will need. Agree what the
venue will do and what you will do. This is part of your Health
& Safety and Risk Planning.

Back to Menu

Emergency In and Out Routes

. Consider how ambulances or the fire service will get in and

out.

. Think about routes holding the weight of big vehicles, keeping

routes clear, the size of gates, space to move through
crowds, parking and turning areas and the impact of bad
weather or darkness. Consult the authorities early on.

. Consider space between groups of people, rows and blocks

of seats or tables and how people will be able to move
between them.

. Think about putting space or barriers between people and

potentially dangerous things that might be bumped into during
an emergency evacuation.

. The venue may have its own arrangements. If not, identify a

suitable safe area for evacuees to gather. Ask for expert
advice on what makes a safe ‘muster’ area.

Back to Menu




THE VENUE OR SITE STEP ONE THE VENUE OR SITE STEP TWO

The Ground/Floor Surface
. Check the ground or floor in and around the venue.

. Consider how soft, level, slippery and durable it is for what
you need to do.

. The Audience will not want to slip or trip and level surfaces
are good for people with impaired vision.

. Check that surfaces are suitable for wheels. Wheelchair

users and parents with baby buggies need a firm, even
surface.

. Dancers may need a sprung floor.

. Consider the impact of wet or freezing weather on surfaces.

Wet outside means slippery floors inside.

Back to Menu

The Ground/Floor Surface

. Alarge crowd will put pressure on the ground and wear the

surface.

. The ground and paths may need to support heavy supply

lorries.

. For outdoors events double-check surfaces.

. Gravel, cobbles, mud or soft grass may need covered so

wheelchair users and people with walking aids or baby
buggies can get across them safely.

. Check drainage and what happens to the ground when it

rains.

Back to Menu




PERFORMANCE/EXHIBITION AREA STEP ONE PERFORMANCE/EXHIBITION AREA STEP TWO

Arts Area Size & Surface

. Check what space you need and what you have for
performers or exhibits.

. If the performance involves work off stage (eg. wandering
thorough the audience) and think about the routes and
space needed.

. Large artworks, installations and moving pieces will need
room for people to move around them.

. Provide sufficient space for wheelchair users to move
around the exhibition or sit and watch the performance in
comfort.

. Don’t guess: Ask your performers or exhibitors about their
needs and get a performance technical specification

. Performers will not want to slip or trip. Check the surface of
the performance / exhibition area. On stages, ask about the
rake (slope). Dancers may need a sprung floor.

. Remember your artists may be people with disabilities.
Check their access needs and include areas that only artists
use when you check disability access. Stairs onto stages,
tall lecterns, equipment tables and easels are just some
things to consider.

Back to Menu

Arts Area Size & Surface

. Ask artists and suppliers about space and surface needs.
. Outdoors thoroughly check the surface to be used by artists.

. When ordering or constructing a stage, ensure the

dimensions are sufficient for people, props, the performance,
sound and light equipment and free movement of
stagehands and technicians.

. Check if you need ‘wings’, off stage areas or trap doors.

. Think about height off the ground. Raising the performance

areas helps people see it but also presents safety issues.

. A heavy stage and rig will need level ground that can hold

the weight.

. Outdoors, a well designed roof and sides will shelter

performers and electrical equipment. Make allowances for
the wind blowing rain in.

. The ceiling needs to be high enough for the set and props

and strong enough to carry any light and sound equipment.
Check if the set is suspended or if performers need to fly’ or
climb. The ‘Weight Loading’ defines what can be supported.

9. Get a proper certification for weight loadings

10.Outdoors, take advice about wind and wind deflection.

Stages need to be secure and will divert wind flow.

Back to Menu

























FRONT OF HOUSE STEP ONE

Audience Comfort
. Think about the audience; whether people will stand or sit.

. Consider seating theatre style, cabaret style at tables or in
the round.

. At standing events, provide some seating for people unable
to stand comfortably for any length of time.

. Check what heating or air conditioning is available and if it
can be on/off or altered during the event.

. Consider whether the audience will need or expect
refreshments. In any case ensure that fresh drinking water is
available.

. Check toilet facilities and provision for wheelchair users and
babies.

. Consider the lighting people need to read programmes and
signs. Make some large print versions of catalogues or
programmes.

Back to Menu

FRONT OF HOUSE STEP TWO

Audience Comfort

. Source chairs, tables parasols etc from suppliers qualified to

advise on stability, sturdiness, fire, rain and wind resistance.

. For outdoor events think about shelter. Existing covered

areas may need licensing authority approval for use by
people (barns, out buildings). Tents and marquees need
level, firm ground and assessment for wind resistance and
deflection.

. The use of temporary structures should be notified to your

insurers.

. For large or dispersed events, consider arrangement for

Lost Property and Lost Children.

. If providing catering or bar facilities check with licensing

authorities. In certain cases law covers the provision of
toilets and clean drinking water. (See Licensing and Health
and Safety sections).

Back to Menu




PROGRAMMING & STAGE MANAGEMENT STEP ONE PROGRAMMING & STAGE MANAGEMENT STEP TWO

Timing Timing

1. When programming your event establish if there are time 1. Allow time in your schedule for set up and get out.

limits.

2. Set up should include time for sound and light checks, safety

2. The licensing authorities may set time restrictions. Check checks, for suppliers to leave the area and for ticket and

your licences for start, finish and duration limitations in security set up.

relation to entertainments, the serving food or drink, noise

and light disturbance. 3. For large events, get out may not be able to start until the

audience is clear of the area.
3. Daylight hours will also influence your timetable if you need
it to be light or dark for effect. Back to Menu

4. Timing needs to suit your audience. Consider their needs in
terms of when they finish work, dinner, travel times, what
time families need to get home, public transport and car
parking hours.

5. You may need to consider media deadlines.

Back to Menu




PROGRAMMING & STAGE MANAGEMENT STEP ONE

Programming & Stage Management

. In setting a programme for the event, check how long each
artist/ section is expecting to have and any limits on the time
they can arrive or need to leave.

. Check if any sponsors, special guests or VIPs need space in
the running order.

. Think about the pace and flow of the event and how you will
move from one act to another. You may need an MC
(master of ceremonies) to it on track, make introductions and
keep the audience engaged during changeovers.

. For exhibitions, think about guides to help visitors move
around and interpret the work.

. Consider what needs to move in and out of the performance
area during the event and ensure you have identified people
in charge of moving and setting up equipment, props and
performers.

Back to Menu

PROGRAMMING & STAGE MANAGEMENT STEP TWO

Programming & Stage Management

. Consider turn round times to set up between acts.

. An MC will help with making crowd announcements and

introductions.

. If there are long gaps between acts, consider between act

amusements, piped music, a comedian or MC to maintain
the flow and prevent the audience from wandering and
becoming unsettled.

. Turn round can be kept tight by using rolling risers and

having sufficient technical and stage support to move
equipment quickly.

. If using various artists, consider how to limit change over by

having a backline and microphones that will suit all with
quick adaptations.

. Check all artists’ riders for the equipment they need already

on stage and what they intend to bring on themselves and
any sound check requirements between acts.

. Consider communication between the stage and artists. You

may need people as runners between the dressing rooms
and stage an/or a radio system.

. Think about how to ensure that the team and artists can see

a running order throughout the event — consider notice
boards or interactive screens.

Back to Menu




























DISABILITY ACCESS STEP ONE DISABILITY ACCESS STEP TWO

12.Check the venue’s procedures for Emergency evacuation of | 11.People with limited mobility, vision, hearing or speech may
people with disabilities. find it hard to move out of the area when surrounded by a

moving crowd.

13.Remember your artists may be people with disabilities.
Check their access needs and include areas that artists use | 12.You will need designated, trained people and a clear plan to

when you check disability access. Stairs to stage, the height assist people with disabilities in the case of emergency.
of lecterns and mics, access to performance or presentation
equipment,and art works are just some things to consider. Back to Menu

14.Consider how you will let people know about disability
access in advance.

Back to Menu




FURTHER RESOURCES PUBLICATIONS & WEBSITES - Click Underlined Hyperlinks to find source
Items starting with a number are Voluntary Arts Briefings, free on www.vaireland.org

1. Organising Events 68 - Organising a weekend event
28 - Eventful Planning

How do we organise and event? www.vaireland.org_select 'Running Your Group’ then ‘Events’

. Performance/Exhibition Area Don’t Panic: A quide for local arts promoters D Maclnnes. 2002. Scottish Arts Council. Chapter 5

. Front of House Don’t Panic: A guide for local arts promoters. Chapter 8 & 9 - Tickets & On the Night

SR CCIETNIERCRSI LR EREREMENISN Don’t Panic: A guide for local arts promoters. Chapter 5 — Your Venue

. Artists/Art/Speakers 51 - Goods and Services- Part 1 Acquiring your Goods and Services
‘Engaging Freelance Artists’ www.vaireland.org see Publications
Don’t Panic: A quide for local arts promoters. Chapter 4 — Working with the Company (contracts)

. Team & Management Festival & Events Best Practice Guide AOIFE 2007 Page 6 — 10

. Compliance/Legal The H&S Guide to Outdoor Community Events —from VAI. (NI & Rol versions)
118 - Insurance for voluntary arts groups

109 - Child Protection Part lll - An Update

83 - Child Protection: Part Il - Putting Child Protection into Practice

82 - Child Protection: Part | - An Introductory Guide

A list of Local Authorities is below

8. Health & Safety ‘The H&S Guide to Outdoor Community Events’ — for sale from VAI. (NI & Rol versions)

HSG195 ‘The event safety guide’ 1999. £20 www.hse.gov.uk Oy free gt The Purple Guide PDF
Music Not Mayhem: Safe Concerts website www.safeconcerts.com/crowdsafety/

61 - Just how safe are you? Health and Safety for voluntary arts organisations

67 - Risk assessment for event organisers

Voluntary but not amateur — A guide to the law for voluntary and community groups R Hayes &
J Reason. DSC. 2009 Chapter 8 — Health and Safety

9. Disability Access 53 - Creating Clear Print - reaching the blind and partially sighted

44 - Disability Discrimination Act Part Ill

10 - Access

Taking Disability and Diversity into Account at Events .4 Admit All — tips for accessibility




Marketing & Audience Development

113 - Welcoming people with a learning disability to the voluntary arts

111 - How inclusive are you? A checklist for voluntary arts groups

94 - Cultural diversity and the voluntary arts, an inspirational opportunity

90 - Young Adults and Voluntary Arts: Three models to promote participation
93 - Displays and exhibitions for voluntary arts organisations

77 - How to... write a press release

75 - Planning a marketing campaign

74 - Publicity Explained

73 - Writing for the web

46 - Data Protection Act 1998

Also see Web Briefing 1 - Data Protection Act 1998 supplement to Briefing 46
14 - Writing Words that Work

11 - Get Into Print /

Don’t Panic: A quide for local arts promoters. Chapter 7 — Publicity

Festival & Events Best Practice Guide AOIFE 2007

MEDIA MAGIC —www.vaireland.org — under Publications

Back to Contents
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LOCAL AUTHORITIES IN NORTHERN IRELAND

Antrim 028 9446 3113 http://www.antrim.gov.uk

Ards 028 9182 4000 http://www.ards-council.gov.uk
Armagh 028 3752 9600 http://www.armagh.gov.uk
Ballymena 028 2566 0300 http://www.ballymena.gov.uk
Ballymoney 028 2766 2280 http://www.ballymoney.qov.uk
Banbridge 028 4066 0600 http://www.banbridgedc.qov.uk
Belfast 028 9032 0202 http://www.belfastcity.gov.uk
Carrickfergus 028 9335 1604 http://www.carrickfergus.org
Castlereagh 028 9049 4500 http://www.castlereagh.gov.uk
Coleraine 028 7035 2181 http://www.colerainebc.gov.uk
Cookstown 028 8676 3441 http://www.cookstown.qov.uk
Craigavon 028 3831 2400 http://www.craigavon.gov.uk
Derry 028 7136 5151 http://www.derrycity.qov.uk
Down 028 4461 0800 http://www.downdc.qgov.uk
Dungannon 028 8772 5311 http://www.dungannon.gov.uk
Fermanagh 028 6632 5050 http://www.fermanagh.gov.uk
Larne 028 2827 2313 http://www.larne.gov.uk
Limavady 028 7776 0302 http://www.limavady.qov.uk
Lisburn 028 9250 9250 http://www.lisburn.gov.uk
Magherafelt 028 7939 7979 http://www.magherafelt.qov.uk
Moyle 028 2076 2225 http://www.moyle-council.org
Newry 028 3031 3031 http://www.newryandmourne.gov.uk
Newtownabbey | 028 9034 0000 http://www.newtownabbey.qov.uk
North Down 028 9127 0371 http://www.northdown.gov.uk
Omagh 028 8224 5321 http://www.omagh.qov.uk
Strabane 028 7138 2204 http://www.strabanedc.com

Back to Contents
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USEFUL ORGANISATIONS

- see the LINKS page at www.vaireland.org for art form umbrella bodies & Local Authorities

Arts Council of Northern Ireland
www.artscouncil-ni.org/

Arts Council Ireland
www.artscouncil.ie

Arts and Business
www.aandb.org.uk/northernireland

Arts Disability Forum

109-113 Royal Avenue

Belfast

BT1 1FF

Tel: + 44(0) 28 9023 9450
Textphone: +44(0) 28 9032 5744
Fax: + 44 (0) 28 9024 7770

E info@adf.ie

www.adf.ie

Association of Irish Festival Events
The Enterprise and Technology Centre
Ballinasloe, Co. Galway

T+353 (0) 90 964 3780

E info@aoifeonline.com
www.aoifeonline.com

Audiences Northern Ireland
20 Mount Charles

Belfast

BT7 1NZ

T +44 (0) 28 9043 6480

E info@audiencesni.com
www.audiencesni.com

Community Arts Forum
15 Church Street

Belfast

BT1 1PG

T +44(0) 28 9031 2264

E info@caf.ie

www.caf.ie

Creative Writers’ Network

109-113 Royal Avenue

Belfast

BT1 1FF

T +44(0) 28 9031 2361

E info@creativewritersnetwork.org

www.creativewritersnetwork.org

Dance Resource Base

35 Donegall Street

Belfast

BT1 2FG

T +44 (0) 28 9023 1515

E info@danceresourcebase.org
www.danceresourcebase.org

Health And Safety Executive NI
83 Ladas Drive

Belfast

BT6 9FR

T: 028 9024 3249

Text phone: 028 9054 6896

Free phone Helpline: 0800 0320 121
E hseni@detini.gov.uk
www.hseni.qgov.uk

Northern Ireland Theatre Association
12 Islandboy Road

Moyarget

Ballycastle

BT54 6JP

T +44 (0) 7825 913 844
www.nitatheatre.org

Production Services Ireland
Unit 15, Lowes Industrial Estate
31 Ballynahinch Road, Carryduff
Belfast

BT8 8EH

E info@productionireland.com
T+44 (0) 28 9081 4858

T +44 (0) 28 9081 4846
www.productionireland.com

Visual Artists Ireland
37 North Great
George's Street

Dublin 1

T+ 353 (0)1 8722296

E info@visualartists.ie
www.visualartists.ie

Voluntary Arts Ireland
12 English Street
Downpatrick

BT30 6AB

T +44 (0) 23 4483 9327
E info@vaireland.org
www.vaireland.org

Back to Contents
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CASE STUDY — A PERSONAL VIEW OF AN EVENTS ORGANISER

The TV show Quantum Leap featured Scott Bakula being dropped directly into various
dangerous, stressful or scary scenarios with no briefing or previous experience. If you are
project managing your first big event you will know exactly how he felt.

In 2004 | managed the opening event for Belfast Festival at Queen’s, Lacher de Violons by
Transe Express. It began with a rock n roll circus parade through Belfast city centre followed
by an aerial display by French trapeze artists suspended by a crane 100ft above the
audience. This was my first attempt at event management.

| had to liaise with the Parades Commission and the police about road closures and satisfy
Belfast City Council’s safety officers that it was good idea to swing a giant version of a child’s
toy mobile over four lanes of traffic on Oxford Street.

The management company who owned the site needed soothing, the location meant three
different security teams to keep happy and there was the artist’s tour manager to keep in the
loop.

| also had to arrange temporary lighting, sound, electrics, stage and scaffold towers, fencing,
toilets, event security, walkie talkies, signage, meeting insurance conditions; the list went on
and on.

Fortunately | had plenty of support from the Festival and Production Services Ireland.

Production Services Ireland supplied mains distribution, follow spots and operators and a
wired communications system, but just as importantly, Brian Reilly from Production Services
Ireland took the time to talk me through the problems and pitfalls of the whole event using a
project structure similar to the one in this document.

Brian also put his extensive contact list at our disposal so we were able to find professional
contractors and suppliers with experience of outdoor events. Utilising established
professional firms for the majority of services did not always mean selecting the lowest
quotation, but it did mean we knew we’d little to worry about in terms of supplying test
certificates or supplier insurance. This freed our time and energy to concentrate on the
unique challenges of the performance itself - such as getting a commercial crane driver to
take theatrical cues!

So, | survived my baptism of fire into event
management thanks in no small part to the
understanding and professional support of
Production Services Ireland.

The lesson | learnt was that using a formal
project structure to anticipate problem
areas, and engaging the best professional
services you can, really puts you in control
of the project. The feeling that the job is
under control trickles down to suppliers,
contractors and artists making for a far less
stressed and far more successful event.

| also learnt that a professional production
company brings more than light bulbs, rigs
and amps to the feast; It brings contacts,
artistic ideas, technical solutions and the
comfort of knowing that everything is being
done safely and well.

Most of all | found that using an experienced
production company provided me with
invaluable personal back up and advice
through the hairier moments of organising
the event — after all this is what they do day
in and day out — and there is a lot of
professional good will out there for the event
novice!

Richard Hall
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CHECK LIST What you may need to know to brief / get a quotation for sound/ lig

What the Event is The Team

The Date and Start and Finish times - Include Get In & Get Out (set up / take down) Human resources available to you

Dates and Times for Rehearsals Person to Contact, Numbers and Email
Venue’s Address Possible Dates for Meeting/Site Visit
Nature of the Venue (theatre, hall, field)

Size of the Venue and Event Area The Cost/Value

Size of the Audience — Seated/Standing What Value you want to add using sound,

light and staging, for example:
The Programme e a sens-e- of professionalism,
¢ a specific mood or mood changes,

o essential highlights to plot or displays,
e better communication with audience,

e increased ability to hear/see event,
Technical Information e a wow factor!

Number of Performers
Instruments — Number and Nature

Any Height Restrictions

. Your ball-park budget - Consider the
The Size of the Load In Area need for the following that add to costs:

e competent riggers
o electrical certification

. , e pyrotechnics — a Police license is
Equipment Already Available required. You can get details from

Artists Technical Specs & Previous Specs for the Event Production Services Ireland (allow 2
weeks for application)

Back to Contents

Whether Rigging Points are Available to Hang Lighting / Sound /AV & any Weight
Restrictions on those Points

The Power Supply Available




Health & Safety
at Qutdoor Community
Events
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Northern Ireland Edition

by Abigail Cheverst
Edited by Gininj Bink and Brenda Ként

Running an outdoor event?

What are your legal responsibilities?

How many toilets do you need?

What are the rules on sound levels?

How do you ensure the catering is safe?
What plans do you need for emergencies?
How many exits will you need?

What do you do about First Aid?

How do you do a Risk Assessment?

How do you write an event Health & Safety Plan?

This Guide covers this & more!
Essential reference for festival funders or advisor.

Republic of Ireland Edition also available

Health & Safety at
Outdoor Community

Events - a guide for organisers of small to medium
community events

Northern Ireland Edition

Takes you step by step through planning and writing a Health &
Safety Plan for your event.

Complete with useful Task Lists & Checklists plus Example
Documents. Includes a guide to Northern Ireland legislation plus
a Glossary and reading list. It uses down-scalable examples for a
festival of 20,000 visitors and 500 participants.

SPECIAL OFFER ! £10 off for Registered Supporters of
Voluntary Arts Ireland
Registration is FREE too!

Price: £35 (exc. VAT at 0%)

ISBN 1-899687-47-5. 1% edition, 2006
A4, 182pgs in ring binder.

Exclusively from Voluntary Arts Ireland

12 English Street, Downpatrick, BT30 8AB (i

T 928 448?’ 9327 VOLUNTARY ARTS IRELAND
E. info@vaireland.org EALAIONA DEONACHA EIREANN

W. http://www.vaireland.org VOLUNTAR AIRTS AIRLANN

Large print version on request
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Voluntary Arts Ireland seeks to promote participation in the arts
and crafts by supporting the development of the voluntary arts
sector.

We do this primarily by facilitating the development of a strong
infrastructure, strategic thinking and good practice across the sector. We are
an initiative of the Voluntary Arts Network (VAN) which links us to similar
bodies in England, Scotland and Wales. Voluntary Arts Ireland seeks to:

» draw together voluntary arts and crafts groups and their representative
bodies

= provide these organisations with information, advice and training

» ensure that their interests are represented to policy makers, funders and
politicians

* improve the environment for everyone participating in arts and crafts

Voluntary Arts Ireland celebrates the contribution of
participatory arts to the well-being of communities, social
inclusion, lifelong learning, active citizenship and volunteering.

VOLUNTARY ARTS IRELAND

Ta Ealaiona Deonacha Eireann ag iarraidh pairtiocht sna healaiona
agus ceardaiocht a chur chun cinn tri thact le forbairt earnail
dheonach ealaion.

Déanaimid é seo go priomha tri forbairt infreastruchtuir ldidre, smaointe
straitéisi agus dea-ghnais a éascu. s tionscaiocht de chuid an Voluntary Arts
Network - VAN (Ghréasan Deonach Ealaion) muid, a cheangalionn muid le
chéile le comhlachtai den soért céanna i Sasana, Albain agus an Bhreatain
Bheag. T4 Voluntary Arts Ireland (Ealaiona Deonacha Eireann) ag iarraidh:

= gripai deonacha ealaion agus ceardaiochta agus a gcomhlachtai

ionadaiochta a tharraingt le chéile.

= eolas, comhairle agus oilitint a sholdthar do na heagraiochtari seo.

= cinntit go bhfuil a sainleas a chur faoi bhraid na bpolaiteoirf, an lucht
airgeadais agus na ndaoine a dhéanann polasai.

= feabhas a thabhairt ar comhshaol le gach duine a bheith pairteach iontu.

Ceilitirann Ealaiona Deonacha Eireann rél na n-ealaion
rannphdirtiocha i leas an phobail, cuimsitheachta séisialta,
fhoghlaim saoil, saordnachta gniomhai agus oibre deonai.

EALAIONA DEONACHA EIREANN  Voluntar Airts Airlann leuks tae forder pairttakin in the

DISCLAIMER

This document is provided as an aid to understanding. It is
not intended to be comprehensive nor should it be regarded
as having any legal status or authority.

Although every care has been taken in the drawing up of the
content contained in this document, neither the author nor VAN can accept
responsibility, nor will be liable, for any loss or damage arising from, the use
or content contained herein.

Copyright lies with Voluntary Arts Ireland.
If you would like to make use of part of all of the content for not for profit
purposes, please ask us about this and appropriate accreditation.

VOLUNTAR AIRTS AIRLANN

airts an crafts wi giein uphauld tae the oncum o the
voluntar airts sector.

We daes this foremaist wi facilitatin the oncum o a strang infrastructur,
strategic thinkin an guid practice athort the sector. We ar an initiative o the
Voluntar Airts Netwark (VAN), at gies us a cleek tae lyke curns in Inglann,
Scotlann an Wales. Voluntar Airts Airlann leuks tae:/

= draw thegither voluntar airts an crafts groups an thair representative curns

= gie thir organisations wittins, rede an lear

= mak sicar thair interests is representit tae policie makars, fundars an
politicians

= impruive the environment for aabodie takin pairt in the airts an crafts

Voluntar Airts Airlann celebrates the inpit o the pairttakin airts tae the

weelbein o communins, social inclusion, lyfelang learnin, active citizenship an
volunteerin.
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