Event Standards Guidelines
Permaculture Association Events 2018

This document summarises some of the standards that the Permaculture Association (PA) expects from events that it is affiliated with, most specifically those events organised under it’s banner. It also gives advice on best practice. We understand that every event is different and has to be assessed individually so these policies and practices can be considered guidelines rather than hard rules.

General Policies

	· Dogs/Animals: 
· Consideration should be given to the appropriateness of dogs at events. 
· Dogs require care and attention and there’s a question of whether it is thus appropriate for crew, volunteers and/or the public to bring them. Crew & Volunteers have limited time to care for dogs during working times. The public may wish to attend workshops and music events, neither of which are likely to be appropriate for animals. 
· We accept that some events may be suitable for dogs. However, if organisers deem this the case, then we advise that dogs are kept on leads throughout so as to prevent distress to attendees who have phobias or discomfort with dogs.
· As any event organised under the PA banner will be covered by our insurance, any risk of animal bites should be thoroughly risk assessed and planned for, and appropriate first aid and other support available.
· Any dog policy should be communicated clearly to attendees and crew well in advance so they can plan for this.



	· Smoking:
· National law applies at events as in any other environment when it comes to smoking. No smoking is, thus, allowed in buildings, marquees or other temporary structures being used by the event and signs should be erected to this effect.
· Thought should be given to designated smoking areas to ensure this activity can be limited rather than prevalent across the event and does not affect non-smokers. 



Ethics

	· Supply Chains
· When sourcing equipment and suppliers, the following should be kept in mind:-
· use local suppliers and workforce wherever possible;
· look at the environmental criteria of new supplies and, whenever possible, buy products that meet the highest standards of environmental performance and durability;
· buy second hand and already recycled products where possible;
· buy materials that are reusable or recyclable and then reuse or recycle where possible;
· purchase from companies that have a commitment to quality and environmentally friendly production systems;
· give preference to companies that have achieved ISO 14000 (or similar) quality standards, and suitable local suppliers.



	· Sustainability Policies
· All permaculture events should have an environmental/ sustainability policy in place. This should cover, as a minimum:
· Waste Management
· Energy
· Office Materials inc. paper and ink
· Food 
· Transport
· It can be useful to get participants and contractors to sign agreement with the policy.
· Many of the points to include in a sustainability policy are listed in this document already. You can also look at the Permaculture Association Environmental Policy here.



	· Waste Management
· Apply permaculture design thinking to waste management, planning it in from the beginning. This can often be very difficult when working with venues who have existing waste contracts and/or do not share your priorities in this area.
· Reduction of waste should be the first priority and where not possible then as much as possible should be recycled.
· Plan your events so as to minimise use of non-recyclable/re-usable materials.
· Recycling stations should always be available at permaculture events and a plan in place for removing that recycling to a suitable depot.
· Food and cardboard waste should be composted wherever possible, ideally onsite at the venue or at a local permaculture project.
· Food packaging and cleaning products should be biodegradable where possible.
· Having dedicated volunteers/crew to help with sorting recycling and compostable waste will lead to a higher proportion of waste going into these streams.



Finance


	· Budgeting
· All events operating under the Permaculture Association banner must submit a budget to be signed off by the CEO/Finance Officer prior to going live with their event. Event budgets can be shared with the Association Event Coordinator, Dan Hurring, via events@permaculture.org.uk
· A budget template document is available in the shared Finance folder here. You can adapt this for your event. There are also some example budgets from other Permaculture Association events to look at.
· Budgets should show that the event has realistic potential of generating a surplus from the activities planned. If this is not the case, the Association will ask you to review the budget or the event plan and see if the event can be made feasible.
· Once you have produced a breakdown of costs, you should use this to establish your ticket price. The costs may also affect the level of funding, sponsorship and other income streams you require.



	· Liabilities, Invoices and Payments
· If you have organised a Permaculture Association branded event (Wales, Scotland, South West, etc) then the Association is responsible for any financial liabilities the events generate.
· In the case of Association events, all payments are to be made by the Finance Coordinator, Helen White. Invoices must be forwarded to her and addressed to the Permaculture Association via finance@permaculture.org.uk
· Any invoicing you need to do for sponsorship, ticket funds, etc, must be done on Permaculture Association headed paper. Template Invoices are available in the shared FINANCE folder.



	· Ticket Booking
· The Permaculture Association offers a ticket booking system for permaculture events, not just those organised by the Association itself (or in it’s name).
· The booking service is based on the Association website. Users get a series of promotional benefits including direct mails to our 1400 members and our much wider mailing list. 
· A full list of benefits and other FAQs can be found on our website here. 
· We charge 7% of the total amount paid online by your participants. This can be added on top of a ticket price (for instance a £100 ticket will be £107) as a booking fee, or hidden within the price. This applies to all events using our booking system including those under the Association Banner. The fee helps cover admin costs and charges. 



Insurance and Safety

	· Any event operating under the Permaculture Association banner is covered by our Public Liability Insurance. This cover does not apply to events organised outside the Association - i.e. Eastern Gathering.
· It is the responsibility of event organisers to plan their events so as to minimise risk to the Association of exposure to claims of negligence, poor planning, mismanagement and other forms of liability. The Association is a national charity and financial claims, as well as ‘bad press’ could jeopardise our existence. 
· In order to ensure that the Association is not made unnecessarily liable for any incidents that occur, the following documents should be completed and made available to the Association:-
· Event Risk Assessment
· Fire Risk Assessment
· Activity-Specific Risk Assessments (where the activity presents possible hazards, however minor)
· Statement of Intent regards Health & Safety
· A template for all the above is available in the PERMACULTURE EVENTS ORGANISERS shared Google Drive.
· Any contractors carrying out work on behalf of your event or the Association should be covered by their own public liability insurance, risk assessments, method statements and other safety documents specific to their work. 



Standard Contracts and Agreements

	· The Association has some template contracts for venues and caterers available in the PERMACULTURE EVENTS ORGANISERS shared Google Drive. 
· We recommend always ensuring there is a clear agreement in place with a venue over price, facilities, access and so forth.
· Similarly with caterers and other contractors, it is of huge value for parameters to be agreed on paper in advance of confirming any booking and before services are delivered. This is particularly essential for large, complex events. 



Travel

	· In order to reduce private car use and improve access to permaculture events, we recommend finding venues with public transport nearby. 
· Where there is no bus route or similar nearby, consider laying on a minibus to bring attendees from local stations. This is only viable for larger convergences and conferences. 
· There are a number of liftshare websites available for event organisers use. You can also set up a Facebook Page or Group and encourage people to offer and request lifts through this. 
· Organising lift-sharing can be time consuming if done manually, but it often produces better results than asking attendees to organise it themselves!
· It’s important to advertise safe cycling and walking routes to a venue. This applies to urban and rural venues. There’s a national map of cycle paths produced by Sustran here and Councils often have their own local routes as well.
· To help people save money on long train journeys, they can use the excellent Trainsplit platform to plan their route.
· We strongly discourage attendees, speakers or other participants making a specific journey to the event using aeroplane travel. We acknowledge the value of bringing diverse cultures into a room and to working with international voices but this can be done with video conferencing or, for example, in person if a participant is already in the country on other business and can make a detour. Some events are exceptions, of course, such as with the IPCUK.



Accessibility

	· Wherever possible, permaculture events should be hosted at venues that provide good access for those with disabilities.
· As many permaculture events are held on farms and other rural venues, we acknowledge that such infrastructure is often not in place.
· As a minimum we encourage events to include disabled toilets (and showers if a camping/residential event) and wheelchair access to all main workshop spaces and catering areas.
· Some general tips can be found here.



Communication

	· Public, Community and Local Authority Liaison
· Organisers are asked to remember that when working under the PA banner, they represent the charity. Poor communication and relations reflects badly on the wider organisation. 
· Where an event is being held in the open air and over multiple days, particularly where musical entertainment or significantly increased traffic is going to occur, local residents should be informed in advance of the event. 
· Event organisers should communicate in plenty of time - normally a minimum of 6-8 weeks in advance of the event - their plans to Local Authorities and, in particular, the Police in that area. This may include submitting an Event Management Plan to the necessary bodies and/or a Temporary Event Notice (England and Wales only).




	· Audience Communication
· The Association can offer access to its email database and membership for those events operating under its banner or using its Booking System. This gives unrivalled access to the wider permaculture community in the UK.
· The Association can provide some other limited marketing support through our Strategic Comms Officer and Digital Comms Assistant, especially on use of social media. 



Food & Drink

	· You should give preference to permaculture producers, unless this will involve greater energy and transport use than other local suppliers
· When running a bar at events, source local and organic beers, ciders, juices and wines.
· Source locally grown, and where possible organic food for all events
· Ensure that food that cannot be sourced locally is fair-trade and organic - i.e. Pulses, Coffee, etc.
· All caterers working with the Association should be issued with the ‘Sustainable Food For Meetings’ guide produced by Sustain



Hygiene

	· Handwashing facilities with soap (or sanitizer) and water should always be available at events.  These should be accessible to children and adults at all times.
· Handwashing facilities should always be available next to toilets.
· Handwashing facilities need to be thought about carefully when it comes to camping events on farms or other permaculture projects. A temporary water supply may need to be fitted and sinks installed. 
· Caterers should have their own handwash facilities with hot running water, as they are handling foodstuffs.
· Toilets should be kept clean and well-stocked. You may need to put in place a rota for managing this, inspecting facilities regularly. Alternatively, provide a DIY cleaning station with eco-cleaners, rubber gloves, loo roll, etc, available for use.



Technology

	· It’s recommended that chosen venues have stable internet connections, especially if you have a programme of events which requires video calls or similar.
· The Association has some technical equipment that can be available to events under our banner, including projectors and laptops. 
· When planning the content of the event, it’s important to take into account technical restrictions - for instance, which workshop rooms will have access to AV equipment and internet. This may affect the workshops you book and how you schedule them.
· We recommend getting all workshop participants to fill out a simple Google Form or Surveymonkey which clearly asks them for their tech (and other) requirements.
· The Association’s laptops run off Ubuntu operating systems. Different OS’s, as well as Apple to PC translations, can lead to issues with files. We recommend Powerpoint files be saved as PDFs and that any Presentations or Photos in use by speakers be sized appropriately so as not to be unwieldy to use (i.e. images should be web resolution NOT print resolution).



Children & Young People

	· Safeguarding
· Organisers are to reference the existing Safeguarding Policy of the Permaculture Association and ensure they are in compliance with it. 
· Any workers that will have direct contact with children should be properly accredited for this and a DBS Check carried out. This can be done using a platform such as uCheck which the Association has an account with. There is a small charge per check.
· Anybody found not to have a clear DBS record should firstly be spoken with. This person must not be allowed to work with children nor take a voluntary/crew role at the event unless they are able to demonstrate that the reasons for the record not being clear are innocuous.



	· Childrens Activities
· Organisers should consider whether their event is child-friendly or not. Convergences and permaculture gatherings have historically welcomed children with the proviso that adult learning is not compromised. Some events, those with a classroom basis, for instance, are clearly not suitable for children to be present.
· Where children are welcome, a coordinator for kids activities should be appointed, and an appropriate programme developed. We recommend a programme that balances both education and fun and which incorporates permaculture-inspired learning. An example of such a programme was developed for IPCUK in 2015, details of which can be found here
· Childrens activities require specific risk assessments. Similarly, any event site with children present must be assessed for possible dangers.
· For some top tips on organising a child-friendly permaculture event, see here.



	· Engaging Young People
· There is currently perceived to be a lack of engagement with teenagers and young adults at many permaculture events.
· Organisers are encouraged to consider young people when designing their event and their programme. One option is to include young people at the planning stage. 



Content 

	· We recommend that all convergences and similar gatherings have an Introduction to Permaculture session included in the programme. 
· We recommend that content is clearly demarcated according to its level of complexity - i.e. Beginner, Intermediate, Expert.
· We have found there is a big demand for practical sessions to balance out the theory ones. 



Crew and Volunteers

	· Care and attention should always be given to the well-being of crew and volunteers. This can often be overlooked in a busy environment like an event. 
· Volunteers should have a clear information sheet/pack that lays out their role, responsibilities, catering, accommodation, expectations of them in terms of time and energy commitment and so forth. 
· It’s good to build up motivation and team spirit. Ensure crew/volunteers are well fed and watered where possible. A nominated crew chef may well be needed! A place to get tea and coffee is always welcomed as well.




