
[youth group name] Event Checklist:
This Checklist is here to provide clarity on what is expected to be done before we run any event, as well as during and after an event here at [youth group name].  All items on this checklist must be done for Health and Safety reasons and to ensure we run excellent events.  This Checklist and all Documents in this file are expected to stay in a file kept for the event and will need to be checked off by the Ministry Team Leader (Youth) or any other appointed person before the event commences and after it finishes.  It’s worth keeping this checklist for reference if you run this event again.  If you ever have any questions please ask your leader.
Pre Event Checklist;
	Task/ Item
	Done by:
	Date: 
	Signed & cited by [leader in charge]

	Event is booked in and recorded on the Youth Calendar (Youth Office) and on Church Calendar (Church office)
	
	
	

	Van hire requests Forms (signed by [leader in charge]),
	
	
	

	RAMS Forms (Copy signed off by Safety Officer as well)
	
	
	

	Any Equipment usage forms must be filled out and signed off
	
	
	

	Printed event overview (Schedule, activities, who is running activities, who is responsible for what)
	
	
	

	Final list of People attending (With Details such as parent contact info & requirements)
	
	
	

	All permission slips are handed in and on file (NO PERMISSION SLIP NO ATTENDING EVENT)
	
	
	

	Leaders Briefing meeting(keep notes)
	
	
	




During/start of event checklist;
	Task/ Item
	Done by:
	Date:
	Signed and Cited By [leader in charge]

	Sign in and person count at the Start of an event (use MinHub app for this as well as a paper version)
	
	
	

	Passenger Inventory Sheets (This must be done in at all times transport is used and for each time) 
	
	
	

	Any Incidents reports.
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


















Post - Event Checklist;
	Task/Item
	Done by:
	Date:
	Signed off by [leader in charge]

	Vans are cleaned and returned pristine.
	
	
	

	All Equipment is returned to correct ministry and accounted for.
	
	
	

	Debrief meeting (keep notes)
	
	
	

	All Documents and permission slips are returned to [leader in charge]
	
	
	

	Event Report is sent out to leaders from minutes and other documents
	
	
	

	Financial event report is given to the church.
	
	
	

	
	
	
	




