<insert event name>
Environmentally Responsible Event Action Plan 

Instructions for using this template

· While this document follows on from the strategy it needs to contain enough information to stand alone (i.e. if someone reads only this document it is clear what is trying to be achieved).  Thus some parts of this template may replicate the strategy – just cut and paste.

· This template follows the structure of section two of the <insert name of guidance document>.  Delete or add sections as they are relevant to the specific event.

· Some examples have been included– these do not need to be included in the plan as they are examples only

· Please note that all text in Red needs to be either replaced with specific information or is a comment, instruction or example which needs to be deleted.

· Delete this comment when completed.
Event Overview

Provide an overview of the event
· Dates

· Number of attendees – participants and spectators
· Locations / venues

· Any specific aspect of the event that might cause particular environmental issues.
Note: much of this information can be taken from the strategy document

Strategy aim

Taken from the strategy document, what is the overall outcome that is being sought for the event?

Scope

Overview of the scope of what is and is not included in the strategy and action plan.

Waste and Resource Use

Insert a general comment about waste and resource use for the event. For example: “the main source of waste on the day of the event will be packaging from attendees purchasing / bringing food and beverages to the event” or “similar events have generated XX kilograms of waste”.  This can come from the brainstorm process in the planning phase (reference guidance) and any baseline assessment data.  

Initiatives already undertaken:

· List any initiatives that have already been undertaken by either the event organisers, venue operators or suppliers

· Example might include “Selected venues have compost and recycling facilities in place”

· Try and include specifics about the actions e.g. “20 recycling bins are provided around the perimeter of the venue”.

· If there is publically available information (e.g. on a website) about a specific venue or actions they are undertaking, it is a good idea to include reference to this as this increases transparency.  
	Objective
	

	Targets
	· 

	Actions
	Responsibility
	Timeframes
	Measure of Success

	
	
	
	· 

	
	
	
	· 

	
	
	
	· 

	
	
	
	· 


Funding requirements

· What are possible funding sources?

· Are there known costs that can be included?  Estimates of potential costs?

Transport

Insert a general comment about transport for the event. For example: “Expecting public transport to be crucial in ensuring that xx attendees can reach the venue in a timely manner”.  This can come from the brainstorm process in the planning phase (reference guidance) and any baseline assessment data.  

Initiatives already undertaken:

· List any initiatives that have already been undertaken by either the event organisers, venue operators or suppliers

· Examples might include “Selected venues are close to many public transport links e.g. bus and rail links”.  

· Try and include specifics about the actions 

· If there is publically available information (e.g. on a website) about a specific venue or actions they are undertaking, it is a good idea to include reference to this as this increases transparency.  
	Objective
	

	Targets
	· 

	Action
	Responsibility
	Timeframes
	Measure of Success

	
	
	
	· 

	
	
	
	· 

	
	
	
	· 

	
	
	
	· 


Funding requirements

· What are possible funding sources?

· Are there known costs that can be included?  Estimates of potential costs?

Supplies and Contracts (Procurement)

Insert a general comment about the role that suppliers can have in reducing the environmental impact of the event.  For example: “suppliers play an important role in reducing energy or water use and in minimising the amount of waste generated”.  This can come from the brainstorm process in the planning phase (reference guidance) and any baseline assessment data.  

Initiatives already undertaken:

· List any initiatives that have already been undertaken by either the event organisers, venue operators or suppliers

· Examples might include “xx” 

· Try and include specifics about the actions 

· If there is publically available information (e.g. on a website) about a specific venue or actions they are undertaking, it is a good idea to include reference to this as this increases transparency.  
	Objective
	

	Targets
	· 

	Action
	Responsibility
	Timeframes
	Measure of Success

	
	
	
	· 

	
	
	
	· 

	
	
	
	· 

	
	
	
	· 


Funding requirements

· What are possible funding sources?

· Are there known costs that can be included?  Estimates of potential costs?

Energy

Insert a general comment about energy use for the event. For example: “the main source of energy use will be lighting at the venue”.  This can come from the brainstorm process in the planning phase (reference guidance) and any baseline assessment data.  

Initiatives already undertaken:

· List any initiatives that have already been undertaken by either the event organisers, venue operators or suppliers

· Examples might include “Selected venues have energy policies” or “Venue uses energy efficient light bulbs and water heating”.

· Try and include specifics about the actions 

· If there is publically available information (e.g. on a website) about a specific venue or actions they are undertaking, it is a good idea to include reference to this as this increases transparency.  
	Objective
	

	Targets
	· 

	Action
	Responsibility
	Timeframes
	Measure of Success

	
	
	
	· 

	
	
	
	· 

	
	
	
	· 

	
	
	
	· 


Funding requirements

· What are possible funding sources?

· Are there known costs that can be included?  Estimates of potential costs?

Construction and temporary activities

Insert a general comment about the likely impacts from construction activities. For example: “the main impact will be construction and demolition waste”.  This can come from the brainstorm process in the planning phase (reference guidance) and any baseline assessment data.  

Initiatives already undertaken:

· List any initiatives that have already been undertaken by either the event organisers, venue operators or suppliers

· Examples might include “Selected contractors have environmental policies” or ”contractor has a policy to recycle % of all construction waste”.

· Try and include specifics about the actions 

· If there is publically available information (e.g. on a website) about a specific venue or actions they are undertaking, it is a good idea to include reference to this as this increases transparency.  
	Objective
	

	Targets
	· 

	Action
	Responsibility
	Timeframes
	Measure of Success

	
	
	
	· 

	
	
	
	· 

	
	
	
	· 

	
	
	
	· 


Funding requirements

· What are possible funding sources?

· Are there known costs that can be included?  Estimates of potential costs?

Water

Insert a general comment about water use for the event. For example: “the main source of water use will be from toilet and showering facilities at the venue”.  This can come from the brainstorm process in the planning phase (reference guidance) and any baseline assessment data.  

Initiatives already undertaken:

· List any initiatives that have already been undertaken by either the event organisers, venue operators or suppliers

· Examples might include “Selected venues have water policies” or “Venue uses water efficient shower heads and dual flush toilets”. 

· Try and include specifics about the actions 

· If there is publically available information (e.g. on a website) about a specific venue or actions they are undertaking, it is a good idea to include reference to this as this increases transparency.  
	Objective
	

	Targets
	· 

	Action
	Responsibility
	Timeframes
	Measure of Success

	
	
	
	· 

	
	
	
	· 

	
	
	
	· 

	
	
	
	


Funding requirements

· What are possible funding sources?

· Are there known costs that can be included?  Estimates of potential costs?

Greenhouse Gas Emissions

Insert a general comment about likely sources of greenhouse gas emissions for the event. For example: “the main source of emissions will be transport related.” This can come from the brainstorm process in the planning phase (reference guidance) and any baseline assessment data

Initiatives already undertaken:

· List any initiatives that have already been undertaken by either the event organisers, venue operators or suppliers

· Examples might include “Selected venues have energy policies” or “Venue uses energy efficient lightbulbs and water heating”.

· Try and include specifics about the actions

· If there is publically available information (e.g. on a website) about a specific venue or actions they are undertaking, it is a good idea to include reference to this as this increases transparency.  
	Objective
	

	Targets
	· 

	Action
	Responsibility
	Timeframes
	Measure of Success

	
	
	
	· 

	
	
	
	· 

	
	
	
	· 

	
	
	
	


Funding requirements

· What are possible funding sources?

· Are there known costs that can be included?  Estimates of potential costs?

Approval

This plan has been approved by:

Signed ________________________________

Position _______________________________

Date    ________________________________
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