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Planning a Neighbourhood Event Resource
Neighbourhood events are a great way to bring people together, celebrate local communities, raise funds, share information, or encourage people to get involved in what's happening where they live. Whether you are organising a community fun day, coffee morning, litter pick, cultural celebration or street party, a bit of planning can help everything run smoothly and make the event enjoyable for everyone.
· Be clear about what you want to achieve
Think about why you're holding the event and who you want to reach. Are you looking to bring neighbours together, attract new volunteers, celebrate a local success, or raise money for a community project? Having a clear purpose will help you decide on the right activities, venue and support needed. Consider who is likely to attend and what practical arrangements will help them take part.
· Work together
Many successful community events in our local area are organised by small groups of committed residents, volunteers and local organisations. Share responsibilities where possible and agree who will take the lead on things like publicity, finances, volunteer coordination and activities on the day. Keeping everyone involved and updated can make the planning process much easier.
· Think about your budget
Make a list of any costs you expect, such as venue hire, equipment, marketing materials or refreshments. Consider how these costs will be covered, whether through local grants, sponsorship, fundraising activities, donations or ticket sales. It is always sensible to set aside a small contingency for unexpected expenses.
· Make your event welcoming and accessible
Think about how people will get to and move around the event. Consider disabled access, public transport links, parking, signage, toilet facilities and any support people may need to participate. Planning ahead helps ensure that as many local people as possible feel welcome and able to attend.
It is also important to consider any risks associated with your event. A simple risk assessment can help you identify potential hazards and put measures in place to reduce the likelihood of accidents or incidents. Risk Assessment Template | Connected Voice
If food or refreshments are being provided, make sure appropriate food hygiene and food safety measures are followed. Clearly label any food and drink that contains allergens so that attendees can make informed choices and avoid potential allergic reactions.
· Check what you need
If you're using a community centre, park, church hall or other venue, book it as early as possible and make sure you have permission to use the space. Depending on the type of event, you may need licences, insurance, first aiders or other permissions, particularly if entertainment, fundraising activities or road closures are involved.
· Promote your event
Use the communication channels your local community already trusts and follows. This might include social media groups, local newsletters, community noticeboards, schools, libraries, community centres, OurGateshead, InformationNOW and word of mouth. Starting publicity early can help build interest and encourage people to attend.
· On the day
Make sure volunteers and organisers know their roles and have the information they need. Having a simple plan for setting up, welcoming attendees, running activities and tidying up afterwards can make the day less stressful. If you're collecting money, make clear arrangements for handling it safely.
· After the event
Take some time to reflect on what worked well and gather feedback from volunteers, partners and attendees. Thank everyone who contributed and share the difference the event made locally. Celebrating successes can help build momentum for future activities and strengthen community connections.
For more detailed information on licences, insurance, safety and other practical considerations, see the UK Government's Can Do Guide to Organising and Running Voluntary and Community Events.
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