
P L ANNI NG F OR AN E V E NT
Tak ing  on  a  l a rge  wedd ing  or  event  can  be  an  exc i t ing ,  ye t  daunt ing  s tep  fo r

your  bus iness .  I t  i s  impor tant  tha t  you  met i cu lous l y  p lan  and  organ i se  to
ensure  tha t  i t  runs  smooth l y .  Be low ,  d i scover  po in ts  to  cons ider  ahead  o f

t ime  to  prepare :   



TR IANGLE  NURSERY  ACADEMY  OF  FLOWERS  

WHERE  TO START?

S i te  v is i t :  V i s i t  the  venue  w i th  your  team to  l earn  about  the  venue
charac ter i s t i c s ,  the  l ayout ,  any  key  p ieces ,  pos i t ion ing  o f  d i f f e rent

furn i tu re  e tc .  Take  photographs  and  take  any  necessary  measurements
i f  requ i red .  You  can  reques t  a  CAD p lan  ( v i r tua l  p lan )  fo r  the  venue  /

recept ion .   

Introduce  your  team to  the  venue /  event  p lanner  or
coordinator .  Reques t  contac t  de ta i l s  

Day  and t ime:  I t  i s  impor tant  to  speak  to  the  coord ina tors  about
when  you  can  access  the  venue  fo r  se t  up  and  take  down .  Most  venues

have  a  shor t  t ime  f rame to  un load  and  se t  up .   

S I TE  V IS IT  DETA ILS  TO CONSIDER :  

Where  a re  the  l ights  i n  the  venue?  I f  you  a re  ins ta l l i ng  l a rge  d i sp lays
in  the  venue ,  can  they  be  l i t ?  

What  i s  the  f loor ing  i . e .  ca rpe t  o r  wood?  I f  i t  i s  ca rpet ,  can  i t  be
pro tec ted  when  you  a re  work ing  or  se t t ing  up  i . e .  shoe/ f loor  covers?  

Access  points  to  and  f rom the  room f rom carpark  fo r  un load ing
Water  Supply ,  i s  th i s  conven ient ?   

 Restr ict ions  for  f ix ings  need  to  be  cons idered  on  the  wa l l s ,  f l oors
and  the  ce i l i ngs .  

Restr ict ions  or  venue pol ic ies?  Th i s  inc ludes  ' Open  F lame  Po l i c y . '
Mos t  r i sk  assessments  requ i re  a  naked  f l ame  to  be  conta ined  in  a

vesse l ,  wh i l s t  o ther  venues  on l y  a l l ow  LED cand les .   
 Fac i l i t ies  need  to  be  cons idered .  Do  you  have  access  to  any  l adders ,

towers ,  t ro l l i es  o r  do  you  have  to  br ing  your  own  on  s i te ?   

ADDIT IONAL  CONSIDERAT IONS :  

Work ing  a t  p res t i g ious  loca t ions  such  as  H i s tor i c  Roya l  Pa laces  (HRP )
requ i re  l i censes  to  work  on  s i te .  

Car ry  your  ID  badges  and wear  branded uni form  
Check  you  have  and  show your  l iab i l i ty  insurance  (may  need  to

inc rease  to  h igh  amount  depend ing  on  t ype  o f  event )
P repare  a  de ta i l ed  r isk  assessment

Make  sure  your  Health  and Safety  i s  up  to  da te  fo r  a l l  your  s ta f f ,
espec ia l l y  when  on  s i te  a t  the  venue .   

 


