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Wild about Dark Skies Festival 
CHECKLIST & ACTION SHEET


	Event Details

	Hosts
	

	Organisation
	

	Date
	
	Time
	

	Venue
	

	No. of People at venue
	

	Photography
	Yes/No
	Contact  



	Activity
	Responsible
	Due Date / Status

	Volunteer numbers and positions 

	· Volunteers numbers agreed and names produced for each event
· Guides

· Carpark

· Safety guides for astronomy outside

· Front of house leaders and support
	
	

	· Volunteer safety talk -  time set and emailed to volunteers
· Volunteers to know where emergency doors are and what to do if someone is poorly
	
	

	· Agreed numbers for volunteers in charge and ensuring attendees are in correct group.  If attendees are late and need to be taken to correct group

· car park attendees if required 
	
	

	· First Aid Corner set up with first aid kit and extras such as bucket and cooling pad
	
	

	· Signage produced for each room with workshop and directional arrows
	
	

	Volunteer equipment and guidance
	
	

	· Volunteer guides packs produced
· Clipboard

· List of attendees for each group

· Volunteer guide clearly understands where to take their group next

· Watch or phone to check timing to move group to next workshop
	
	

	· Signs are produced and put up around event to help with flow
	
	

	· Volunteers have HiVis jackets for parking duty if required
	
	

	Emails
	Responsible
	Date by

	· Latest version Excel spreadsheet has been received from Samantha Nicholas
	
	

	· Week before event you put attendees into groups and email confirmation with contact details if issues 
· If emails bounce then call on contact number provided 
	
	

	· Waiting list information is also receive so that you can call them if space become available
	
	

	· Attendee list is printed and part of guides pack with a full list for front of house volunteers 
	
	

	· Coloured stickers or named are purchased and 
	
	

	· Provide final list of RSVPs to VC’s Office, Security and other relevant areas
	
	

	· Prepare registration list for event
	
	

	· Prepare name badges (if required)
	
	

	· Prepare staff passes for all staff working during event (if required)
	
	

	Workshops
	
	

	· Workshop leaders know when room they are in or place and time table is stuck on walls in each room
	
	

	· Equipment appropriate to workshop in each facility ie projector screen if required
· Black paper to screen out light
	
	

	· Workshop leaders are aware of where the toilets are and when they have appropriate breaks
	
	

	· Kids activities are set up and colouring table is available 

· Colouring pencils purchased  - SN has 30 packs of colouring crayons 
	
	

	· Refreshment area if possible set up so snacks can be eaten or water available if required
	
	


	Banners and posters 
	
	

	· Banners set up in appropriate areas
	
	

	Other to be completed by you
	
	

	· 
	
	

	· 
	
	


	Organisation
	Name
	Phone
	Mobile

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



