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Events are an integral part of IOSH’s 
strategy. Events of every size help to 
achieve IOSH’s corporate aims, which 
cover three key direction areas:
- Enhance
- Collaborate
- Infl uence.

However large or small your event is, 
by bringing a group of like-minded 
individuals together, you’ll help to:
- raise the profi le of safety and 

health and of IOSH
- offer benefi ts to existing members 

and attract new ones
- provide education and 

development
- share good practice
- offer opportunities for continuing 

professional development
- facilitate networking
- provide a platform for debate.

Events form a large part of each 
branch’s or group’s activity, and 
organising a successful event can
be both interesting and rewarding. 

The IOSH Events team is made up 
of experienced staff who are there 
to work with you from the start to 
the fi nish of your event. They will 
work closely with the person from 
your branch, district or group chosen 
to be in chsrge of events. Our staff 
will support you by leading on the 
organisation and planning of your 
event.

To get the ball rolling, we’ve 
produced this guide to explain the 
events process. If you’re involved in a 
branch committee you’ll be hosting 
regular meetings, and while this 
guide will give you some good ideas, 
it’s mainly tailored for larger, seminar-
type events.

The Events policy and all forms and 
guides referred to in this document 
are available in the Volunteer Portal.

To ensure the success of 
your event, start planning 
early and involve the Events 
team from the start of the 
project. For full support, 
please notify the Events 
team at least 16 weeks 
before the date of your 
planned event. Larger 
events need a much longer 
planning period.

Idea: We’d advise you to discuss 
the pros and cons of your idea 
with your Relationship Manager 
and complete the ‘Networks event 
notifi cation form’ at least 16 weeks 
before the date of your proposed 
event and send to your IOSH Events 
lead or Relationship Manager. Once 
the event has been approved by 
the Events Manager, a member of 
the Events team will be assigned 
to work with you and lead on the 
organisation of the event.

16 weeks 
Networks event notifi cation form: 
This form keeps the Networks and 
Events teams informed about the 
timing of the proposed event. It’s 
important because it enables them to 
schedule events and make sure the 
team at IOSH can fully support each 
one. During the initial discussions, 
we may ask you to consider moving 
the date of the event or revise the 
proposed format if it clashes with 
other networking events or an IOSH 
corporate event.

Budget: The Events team will work 
with you to produce the budget for 
the event, detailing all the expected 
expenditure and proposed income, 
for approval by the committee and 
Events Manager. Any chargeable 
event must be administered by the 
IOSH Events bookings team, with 
only IOSH HQ being able to accept 
and handle any monies. All events 
should aim to break even, although 
funding can be requested or secured 
in certain situations.

Speakers: You can discuss potential 
speakers with the Events team and 
your Relationship Manager, who may 
be able to offer suggestions from past 
experience. 

Venue: The Events team has 
experience and knowledge in this 
area and can help you fi nd an 
affordable venue that will work for 
your event and ensure the best deal 
and conditions are secured. If there 
are any venues that you’d like us to 
look at, just let us know. The Events 
team will research, book and sign 
all contracts with the chosen venue. 
Please note that a venue shouldn’t be 
confi rmed until the event notifi cation 
form has been signed off.

Introduction
The event
life cycle
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12 weeks 

Promotion: We ask you to provide the 
Events team with written information 
about the event – aims, topic, target 
audience and so on, so we can prepare 
draft text for the fl yer. We’ll arrange 
for the fl yer to be printed and mailed 
out if required. The Events team will 
also arrange for a ‘save the date’ 
entry to be included in Connect Diary 
and for your event to be added to 
the website. They will liaise with the 
Communications team, who can help 
with coverage for any ‘newsworthy’ 
events.

Confi rm speakers: We advise that the 
branch/district/group makes the fi rst 
approach to speakers if they have a 
personnal relationship. Once they’ve 
accepted, the Events team will email to 
confi rm their attendance and contact 
them regarding their presentation 
title and other important information. 
The Events team will liaise with your 
speakers right up to the event to keep 
them involved and up-to-date and 
ensure all their requirements are met.

8 weeks

Audio visual equipment: 
The Events team will discuss AV 
requirements with you and book 
any equipment needed via IOSH, 
the venue or an external supplier.

Bookings: All bookings for chargeable 
events will be taken centrally through 
the Events Bookings team, who will 
book delegates onto your event, 
process payments and refunds and 
send out confi rmation and joining 
instructions.

Ongoing promotion: The Events 
team will arrange for a direct mailing 
to be sent out to all or part of, your 
branch, district, group or membership 
(if required) and your event will be 
included in Connect Diary, right up to 
the event. Details of the event can also 
be marketed through a variety of other 
communication channels, such as social 
media. It’s worth taking time to send 
personal invitations to key organisations 
that aren’t members but fi t your target 
audience for the event.

4 weeks 

Speakers – fi nal preparations: 
The Events team will contact 
speakers, requesting presentations 
in advance of the day so that 
they can be combined into one 
seamless presentation, which will 
help with the smooth running 
and professional delivery of your 
event. The team will also request 
biographies and hand-outs, and 
provide speakers with a full brief 
on the event, as well as what is 
required from them on the day. 
The Events team will also support 
and brief the event or chair and 
liaise with any exhibitors/sponsors.

Delegate packs: The Events team 
will discuss content with you and 
can provide you with a branded 
delegate wallet containing all your 
event information – for example, 
programme, delegate list, speakers’ 
biographies and evaluation form. 
Name badges will also be provided. 
The Events team will ensure all 
delegate packs, badges, pop-ups 
and other materials and equipment 
arrive at the venue for your event.

Venue: The Events team will work 
closely with the venue throughout 
the project and will confi rm fi nal 
numbers and requirements one to 
two weeks before the day.

Event day

On the day: The Events team will 
be there to support your event 
by registering delegates, briefi ng 
speakers, liaising with the venue 
and looking after any sponsors 
and/or exhibitors. Committee 
support, where required, is always 
appreciated.

Post-event: The Events team will 
send out formal ‘thank you’ emails 
to all speakers. They will analyse 
the delegate feedback forms and 
the event organisation, so the 
committee can use this information 
to enhance future events. Also, the 
team will ensure all invoices are 
paid, the budget is reconciled and 
the event is signed off by the Events 
Manager.

*The full 16-week networks event 
process chart is available as 1.2 in 
the Supporting documents (Listed 
on the inside front cover of this 
guide).

The event
life cycle
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Providing delegates with 
a day that’s stimulating, 
thought-provoking, 
rewarding and value for 
money is a tricky task. The 
fi rst thing to get right is the 
format. How long should it 
be? How many speakers? 
Who does what?

Planning carefully and in good time is 
essential to the success of an event. 
Well-organised events leave delegates 
with a positive, memorable experience 
– those that aren’t well-organised are 
also remembered, but for all the wrong 
reasons.

Networks events need to work to 
a minimum of a 16-week cycle to 
ensure success. When planning your 
event, complete your Networks event 
notifi cation form to get support from 
IOSH.

Date of event 
- When we receive your event 

notifi cation form, we’ll check for 
clashes with other events, public 
holidays, large sporting events, 
seasonal breaks and so on.

- Bear in mind that Mondays and 
Fridays are not always great days 
for hosting events.

Type of event 
- Remember: there’s a variety of 

possible events – see pages 
08–09 for full details.

- You can combine a few different 
formats to vary the day.

Start and fi nish times
- These depend on the type of event 

you’re running.
- Don’t make the day too long.
- Think of your delegates getting to 

and from the event, eg rush hour 
traffi c, public transport times.

Delegates
- Think about who your audience 

will be (IOSH members – your own 
group/branch, joint event with 
other networks, non-members, local 
companies, councils and 
so on).

- How many delegates are you 
expecting? You’ll need this for 
budgeting and for choosing the 
venue and programme.

Budget
- There’s more about this on page 

11, but careful budgeting is key.
- In the initial planning phase, we’ll 

estimate costs to help decide 
whether the event is viable, 
whether we need to change 
some costs or delegate fees, or 
whether we need extra funds 
from elsewhere.

- Decide whether the event will be 
free of charge – if not, how much 
should you charge?

Venue
- The choice of venue can make 

or break an event, so it needs 
careful thought (see pages 14–15 
for more details).

- Try not to use the same venue 
for all your events – there’s ‘bulk 
buying’ power for booking several 
events in one place, but make 
sure you move around too, so the 
events are accessible to more of 
your members.

- Ask us to help – we have the 
experience to help you fi nd the 
right venue at the right price.

- The room is important, but don’t 
forget about toilets, parking, 
access for people with disabilities, 
catering facilities and location.

Topics and speakers
- Feedback from past events clearly 

shows that the choice of topics 
and speakers is what attracts 
delegates – so keep it interesting 
and up to date.

- You may have one speaker in 
mind who’ll shape the day, or 
maybe there’s a current topic you 
want to address.

- Ask yourself whether the event 
fi ts with the IOSH WORK 2022 
strategy.

- The event will need a title – keep 
it snappy and interesting, but not 
too cryptic.

Insurance
Public liability insurance for a 
Networks event is normally covered 
by IOSH’s corporate insurance. If 
you’re planning to do something 
unusual during your event and the 
conventional insurance won’t cover 
it, the Events team will liaise with 
IOSH’s Facilities Manager to confi rm 
our policy. Some venues may ask 
to see a copy of the public liability 
insurance certifi cate and the Events 
team will forward this to them, if 
required. If there’s an incident at an 
event or you need to make a claim, 
contact the Events Manager directly.

Delegate packs
The Events team will prepare these 
for you. These will typically include 
branded materials such as:
- programme.
- delegate list.
- speaker profi les.
- feedback form.
- note pad.
- pen.
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There are several different 
types of event to choose 
from. Make sure you vary 
the kinds of event in your 
programme throughout the 
year to maintain interest. 

Main types of event

Seminars
- Half-day or full-day
- Larger scale
- Several speakers
- Careful budgeting needed
- Charge for delegates.

Roadshows
- The same topics across different 

locations – to reach more members.
- Format can be altered following 

feedback, which encourages people 
to attend several events.

- Offer opportunities for discounted 
rates for delegates booking multiple 
events or venues.

- An ideal opportunity to cover a 
wide range of current topics and 
spark debate.

Webinars
- Web-based seminars used for live 

meetings, training or presentations 
over the internet.

- Enable global networking, 
information and fi le-sharing with 
attendees, regardless of where they 
are in the world.

- Delegates just need a suitable 
computer with internet access.

- They usually run for 45 to 60 
minutes and are low-cost to both 
run and attend.

- Watched live or post-event.

Site visits
- Site visits provide delegates with 

an opportunity to gain a good 
understanding and insight into 
a particular company, industry, 
process or product. 

A site visit would usually combine 
presentations with a tour around 
the site and an opportunity to direct 
questions to a representative from 
the company. Discuss these with the 
Events Manager before starting on this 
process.

Joint ventures
All the events listed could be 
organised as a partnership event 
by teaming up with other groups, 
branches or external organisations 
to provide an enhanced programme 
that benefi ts all stakeholders.

Remember: networking events are 
distinct from branch meetings, which 
have the following features: 
- casual gatherings for information, 

debate or networking, normally 
with a single speaker.

- usually last a few hours – often 
outside working hours.

- minimal cost to organise and free 
for delegates.

- bookings are not required – 
people can just turn up.

- organised by the branch (and 
subject to approval during 
the annual budget submission 
process).

 

Large/corporate conferences
A number of branches and groups 
organise a large annual conference 
with the support of the Events team. 
Large/corporate conferences typically:
- last a full day or several days.
- have several ticket options. 
- include several speakers and 

sessions, as well as gala dinners 
or drinks receptions. 

- involve a working party and 
detailed research to develop the 
programme.

Please note that the lead-time for 
conferences is much longer than 16 
weeks. We would usually work to a 
detailed one-year work plan. You’ll 
need to discuss this type of event 
directly with the Events Manager 
before proceeding.

Making your event 
interactive
You can use a variety of options 
to engage delegates and make the 
event stand out. Here are some 
suggestions:

Speed networking
- Can be used as an ‘ice-breaker’ 

and offers more opportunities for 
delegates to network.

Workshops or break-out sessions
- Provide an opportunity for 

delegates to choose particular 
topics.

- Allow presenters more time to 
deliver material in greater detail 
and to interact with the group.

Brainstorming sessions
- Give delegates an opportunity 

to discuss topics raised and to 
debate before giving feedback to 
the main event.

Practical/participation events/live 
demonstrations
- Offer the chance to ‘have a go’.
- Involve a different format and 

take delegates away from the 
idea of ‘being talked at’.

Types of 
networking 
event
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Choosing a topic is one of 
the most important aspects 
of event planning. Events 
attract more people when 
the topic is popular, current 
and interactive.

Here are some ways of generating 
ideas for topics:

- Ask the branch or group 
members what they want to see 
at events.

- Look at feedback from previous 
events – this will often include 
ideas for topics to cover.

- Discuss potential topics with the 
Events team, who may be able 
to offer suggestions from past 
experience. If the event involves 
several industry sectors or is 
taking place in a location where 
a branch operates, you might be 
able to get help with programme 
development from the relevant 
branch or groups.

As a starting point, estimate 
the costs for your overall 
budget. We‘ll then need a 
comprehensive budget of 
all expenses and the money 
coming in to cover them. 

The Events team will draft your 
budget and liaise with you on 
what needs to be included. Please 
remember that all events need to 
aim to break even, although funding 
can be requested or secured in 
certain situations. Your event will 
only be approved by the Events 
Manager once you’ve submitted 
a realistic, break-even budget 
accompanied by a fully completed 
and detailed event notifi cation form.

For an average event, expenditure 
might include:
- venue hire.
- catering.
- equipment.
- speaker travel, accommodation 

and gifts.
- committee expenses.

- delegate packs and badges.
- IOSH staff expenses.
- printing and postage of 

promotional fl yer (if applicable).

- extras: try to agree these with 
the venue ahead of time – they 
may include car parking, service 
charges and WiFi use.

Income will come from:
- delegate fees (this is the main 

source of income for most 
networking events).

- exhibitors.
- sponsorship.
- special project subsidies (please 

speak to your Relationship 
Manager).

What we take into account when we 
are preparing your event budget:
- fi gures are realistic.
- quoted prices include VAT 

– venues don’t always make 
this very obvious. Budgets are 
based on net costs, (ex VAT) 
so a mistake here could have a 
negative (or positive) effect on 
the budget.

- predicted attendance fi gures are 
realistic – always under-estimate. 
Don’t think that because a 
certain number was achieved 
last year, the number will be 
the same again. We will take 
into account current economic 
conditions, any changes (such as 
a move of venue or date) and the 
choice of topic – all of these may 
reduce or increase attendance.

- the Events team will monitor 
the budget and make sure that 
any pre-paid deposits and fi nal 
invoices refl ect the quotation. 
Note that all monies must be 
accepted and handled by IOSH 
HQ only.

The budget template will give you an 
idea of what needs to be included in 
your event budget.

Topics
and themes Budgeting
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We have the speakers; now 
we need to produce 
a programme.

It’s diffi cult for the mind to focus 
on anything for more than about 
40 minutes without a break, so 
this is the ideal guide length for a 
speaker’s presentation. If we add an 
introduction and questions to this, 
then we’re looking at a maximum 
of about an hour per speaker. The 
time allocated to each speaker will 
also depend on the type of session – 
something interactive can last longer 
as there is less need for constant 
concentration.

Remember to include comfort breaks 
and the opportunity for refreshments 
and networking – being hungry and 
thirsty also affects concentration. 
Networking forms an important part 
of most seminars, so allow enough 
time at refreshment breaks and 
lunch for delegates to chat to each 
other.

Allow at least half an hour for 
registration, as it allows time for 
people to be late – but do your best 
to start on time.

Always have a short, formal 
welcome session to set the tone for 
the day and include housekeeping 
issues such as fi re procedures, a 
reminder to turn mobile phones 
off and the protocol for asking 
questions. Equally, it’s a good idea 
to have someone close the event 
formally by recapping and thanking 
the speakers and delegates. Once a 
chairperson has been confi rmed, the 
Events team will brief them fully on 
requirements for the day.

If you’re having formal question 
or debate sessions, it’s worth 
asking someone to chair them. 
A chairperson can keep the 
conversation on track, mediate 
between opposing points of view 
and monitor the session to keep it 
lively but organised.

Sample programme timings for 
a full-day seminar:

09.30 Registration and   
 refreshments

10.00 Introduction from
  conference chair, including  

 housekeeping issues
10.10 Speaker session 1
11.20 Refreshments and   

 networking
11.40 Speaker session 2
13.00 Lunch and networking
13.45 Speaker session 3
14.30 Refreshments and   

 networking
14.50 Speaker session 4
15.50 Summary from 

 conference chair
16.00 Conference ends

Organising speakers can 
be a challenge if you don’t 
already have some in mind 
– but help is at hand. You 
and the committee are 
the experts in your fi eld, 
so you’ll have numerous 
contacts. But remember: 
just because someone is 
a leader in the fi eld, it 
doesn’t necessarily mean 
they’re a natural speaker.

What makes a good speaker?
- Well-structured information 

and knowledge.
- Insight into the subject.
- Ability to make the audience 

feel good – this makes them 
receptive.

- Knowledge of how to involve 
and provoke the audience 
(in a positive way).

- Emotional engagement of the 
audience.

- New things to say.
- Taking the audience out of 

their comfort zone.

How do I fi nd speakers?
- Word of mouth, contacts, 

networking, recommendations.
- Internet research.
- The Events team keeps 

information on past speakers.

Always have a back-up speaker for 
the day – either specially arranged or 
a committee member. Once you’ve 
created the shortlist of speakers, 
we advise that you make the fi rst 
approach to speakers and get their 
agreement to participate. Because 
we’re a charity, it’s IOSH policy not 
to pay speaker fees if possible – but 
we can offer expenses. Speak to the 
Events team if you feel you need to 
pay a speaker. Once a speaker has 
agreed to present, we send them a 
speaker kit to complete. This gives 
us more information about their 
presentation, establishes what audio 
visual equipment they need and 
checks whether they have travel 
or accommodation needs. We also 
ask them for a short biography. The 
speaker kit also gives deadlines for 
them to send the information we 
need.

The Events team will keep in 
constant contact with the speakers 
and update them with any changes. 
Some speakers like to know delegate 
numbers – even the names and 
companies of delegates – so they 
can tailor their presentations to 
the audience. The Events team 
will make sure they have a copy of 
the programme fl yer, as they may 
have colleagues or contacts who 
are potential delegates. Also, if 
we’ve got several speakers talking 
on similar topics, we’ll put them in 
contact with each other to avoid 
duplication.

Before the event, we’ll make sure 
each speaker has clear instructions 
about when we need them, 
an emergency contact and full 
knowledge of the venue (map, 
parking, access, where to meet).

The Events team will look after the 
speakers before, during and after 
the event.

Speakers
Programme
advice
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The venue is one of the key 
components for a successful 
event, so make sure you give 
it plenty of thought. It’s not 
just about a room, but a 
whole location – making an 
impression on the delegates, 
infl uencing the tone of the 
day and giving a foundation 
to the event. 

Start with a list of features that 
includes essentials and things it would 
be nice to have. Essentials are vital, so 
make sure they’re all covered:
- location and accessibility.
- rooms – size, shape, number, 

capacity, natural light, air 
conditioning, facilities.

- catering – remember special dietary 
requirements.

- facilities – car parking, amenities, 
access for people with disabilities, 
and accommodation if relevant.

- contract with fl exibility on dates, 
minimum numbers and so on.

- budget.

The Events team will source the venue 
from your ideas, suggestions and 
locations. However large or small the 
event, a contract will be issued by 
the venue. The Events team will read 
through the contract, taking note of 
minimum numbers and cancellation 
terms before signing.

Venue checklist

Suitability
- Does the venue fi t our corporate 

image?
- Is it right for the particular event 

we’re planning?
- Will it appeal to the target 

audience? 

Location
- Is the venue easily accessible? What 

are the road, rail and air links like?
- Is the location suitable for any other 

events, shows or excursions that 
have been planned?

- Is the location quiet, close enough 
to accommodation if required, in 
a safe area, and so on?

Availability
- Is the venue available on the 

dates required?
- Are extras such as equipment or 

accommodation available on the 
dates required?

- How fl exible would the venue be 
if we have to change the event 
date?

Size
- Is the seating capacity suitable?
- Are the meeting rooms large 

enough to be comfortable for 
delegates?

- Are the meeting rooms well laid 
out? Do they allow unobstructed 
views of the speaker and screen?

- Can delegates move around the 
venue without bottlenecks and 
delays?

Facilities
- Does the venue have a variety of 

rooms, if required?
- Can the venue provide a 

projector, electronic whiteboard, 
stationery and 
so on?

- Will delegates with disabilities be 
catered for?

- Is there WiFi internet access?
- Are there suffi cient toilets for the 

number of delegates expected 
to attend? And where are they 
situated in relation to the rooms 
you are using for your event?

- Does the venue offer a 
photocopying/fax service or 
provide laptops or PCs, if 
required?

- Are meals and refreshments 
available?

- Does the venue have enough 
parking spaces? Are they free?

- Are the rooms well-ventilated and 
temperature-controlled?

- Can the venue also provide 
accommodation, if required?

Cost
- Does the cost of the venue fall 

within the budget for this event?
- What types of rate does the 

venue offer, eg day delegate rate, 
individual room hire rate and so 
on?

- Are any discounts available? 
Remember: IOSH is a charity

- Can the price be negotiated?

- Does the overall cost, including 
all extras, compare favourably 
with other offers or options, eg 
fi nding hotel accommodation or 
dining facilities elsewhere?

- Are there hidden costs?
- When is payment required?
- Is a deposit required and, if 

so, how much and how far in 
advance?

- What is the cancellation policy? 
Will those who cancel receive a 
full or partial refund?

- Will the venue allow us to 
book minimum numbers and 
inform them of our anticipated 
maximum numbers?

The Events team will aim to include 
as much detail as possible in the 
initial contract, while bearing in mind 
the contractual responsibilities. We’ll 
work with the venue and suppliers 
to agree the minimum number of 
delegates contracted for.
 

Venue
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Promotion involves a balance 
of creative thinking and 
practicality. 

The promotional package for your 
event will be determined by the 
type of event you’re running, the 
audience you’re trying to reach and 
the objectives of the event. The Events 
team will discuss this with you.

Content for the fl yer needs to be 
submitted to the Events team at least 
10 weeks before the event. After 
editing and design, a proof is produced 
(and a print estimate obtained, where 
relevant), which must be approved by 
the committee lead and Events team 
lead before printing or publication 
online.

Creating your fl yer content
The IOSH Communications team 
produces all marketing materials to 
promote events. Our team of editors 
and designers can help to ensure that 
fl yers follow brand guidelines and are 
completed on time.

The simplest way to promote events 
is an A4 fl yer which gives all the 
essential information (event title, date, 
venue, speakers, timings and so on). 
It’s inexpensive, fast and fl exible, and 
presented in a recognisable format.

A4 fl yers are similar to examples 
A and B: 

For fl agship networking events and 
those aiming specifi cally to attract 
non-members, illustrated fl yers

A5 size can be produced. This is a 
handy size for mailings, but requires 
additional costs and time for our 
design team to source images suitable 
for printing. Discuss this option with 
the Events team.

A5 fl yers are similar to examples 
C and D:

Theatre Cabaret Classroom

Banquet

Hollow square U-shape

Boardroom Dinner dance

A B

C D

Sample
room layouts

Event
promotion
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Event
promotion

IOSH website
Event listing: 
The key event information – date, 
venue, event title and the organising 
branch, group or district will appear 
in the events calendar.

Promotional page: 
A promotional page will be produced 
for all networking events which is 
accessible from the events calendar. 
This page will contain all the key 
information that has been supplied in 
the event notifi cation form, including 
venue, topics and target audience. 
The event fl yer will be available to 
download from this page. 

Online bookings: 
Once bookings are ready to be 
opened, all chargeable (sterling) 
events will have an online booking 
page where delegates can book 
their place and pay. This can also be 
done by phone or email. Payments 
in other currencies can only be 
taken by phone or email at 
bookings@iosh.com.

Connect
Connect, a news-based bulletin, is 
sent on Monday and Connect Diary, 
which lists forthcoming events with 
links to webpage information, is 
sent every Thursday.

Connect Diary is individually tailored 
to each member according to their 
branch, group and committee 
membership, so it’s the best way to 
reach the prime audience regularly. 

We will include a short sentence to 
draw attention to the event, and 
links through to the event page 
on the website. We’ll change the 
wording to read ‘Last chance to 
book’ in the fi nal edition before 
the event, to stimulate last-minute 
bookings.

It’s also a good idea to think about 
cross-promoting the event to other 
branches or relevant groups. The 
Events team will facilitate this.

Direct mail
We can mail the fl yer directly to 
members. The mailing can be 
targeted geographically – eg all 
members within an hour’s drive of 
the venue – or by subject interest, 
to members of a particular group 
within a branch. Remember that 
printing, processing and postage are 
all costs which should be included 
in the budget – the Events team will 
help budget for these items.

e-shots
We can offer e-shots in two forms:
- emails to people who’ve 

attended the event in the past
- a reminder ‘last chance to book’ 

email will be sent two to three 
weeks before the event, if 
bookings are well below those 
predicted, to a target group 
of members based on a sector 
group or branch. 

Social media
We use a variety of social media 
channels to promote events. This 
decission is based on the subject and 
target audience. 

Media
If you run an event that is topical 
or unusual and it is considered 
‘newsworthy’, our Communications 
team may be able to help you get your 
event message across. The team is 
expert in communications, with access 
to a network of external media outlets. 

The Events team informs the 
Communication team of all events.  

If the Communication team feels the 
event is ‘newsworthy’, it will develop a 
media plan that could include:
- contacting the local, national or 

trade media with a press release or 
news item.

- writing an article for IOSH’s 
magazine.

- using social media – our 
Communications team also 
manages IOSH’s social media 
platforms and thousands ‘follow’ 
us on Twitter, LinkedIn and 
Facebook. The Communications 
team can advise on whether your 
event is right for our social media 
communities. 

If the Communications team decides to 
support your event, it will be in touch 
to discuss the right approach for your 
event and to get your involvement.

Remember: don’t approach the media 
directly – please leave this to the 
Communications team. The team is 
experienced and trained at working 
with journalists, and will manage the 
risks for you.
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Sponsorship, 
exhibitions and 
related events

If you’re considering 
raising income for your 
event via sponsorship or 
by selling exhibition space, 
please refer to IOSH’s 
Events policy and the 
sponsorship and exhibition 
guidance documents. 

If you do want to take this 
forward, please discuss it with 
the Events Manager in the fi rst 
instance.

IOSH branches and groups may 
wish to support external events. If 
there is an event that you’d like us 
to support, please refer to IOSH’s 
related events policy. Then speak 
to the Events Manager, who in the 
fi rst instance. The Events Manager 
will decide if it is appropriate for 
IOSH to support the event and, if 
so, the best way of doing this.

What to include 
in the fl yer

Basic information:
- the event title
- date and time
- venue, including full address 

and postcode
- prices (for members and 

non-members)
- a brief description of the event
- a booking form.

The following optional items may 
also be included:
- a timed programme for the day
- sponsor or partner logos (at a 

usable resolution, not just screen 
grabs from a website)

- information about the venue 
and how to get there

- information about the speakers.

Remember: people who book 
for the event will be sent joining 
instructions and can receive a 
delegate pack on the day, so we 
don’t need to include absolutely 
everything in the fl yer. For example, 
speaker profi les and directions to 
the venue can probably wait until 
later. 

Changes to the timetable, such as 
speakers dropping out or revised 
presentation titles, will be made 
on the online PDF and highlighted 
in Connect Diary.
 

The next steps
Once the fl yer has been produced, 
we have the essential material to 
start the marketing process. The 
information it contains serves as the 
basis for a number of promotional 
activities.
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At the 
event

The day before the event
It’s the day before the event! 
The Events team will bring or send:
- pop-up stands (unless held by 

the branch or group).
- stationery box – all the things 

needed, such as pens, scissors, 
tape, glue and paper clips.

- fi rst aid kit.
- USB stick (encrypted for data 

protection) with all event fi les on it, 
including speakers’ presentations.

- event folder (up-to-date with print-
outs of everything needed).

- IT equipment (if needed) – laptop, 
projector, speaker, remote control 
– and spares if possible. Test all the 
equipment the day before.

- petty cash and credit card.
- delegate packs.
- leafl ets and other IOSH literature.
- extra items to be given out to 

delegates, if applicable.
- signing-in sheets.
- speaker gifts.
- signage.
- extension leads.
- delegate badges and spares.
- application forms (if available – for 

people who turn up on the day).

During the event
Here’s some guidance on the tasks 
that may need to be covered during 
the event.

Reception
The Events team can cover the 
registration desk and welcome the 
delegates, register them for the event 
and give them their delegate packs.

Meeting and greeting
It’s great to get all committee 
members involved in welcoming 
delegates, facilitating, networking and 
acting as hosts throughout the event.

Speaker/sponsor liaison
The Events team will ensure the 
speakers, and any sponsors or 
exhibitors, are greeted and fully 
briefed.

Venue, catering and AV
- The Events team will work with the 

venue’s catering team to chase up 
anything that needs replenishing, 
communicate timing changes and 
so on.

- The Events team will act as the 
contact point for the venue.

- The Events team will be on hand 
to set up and clear away the 
equipment and/or liaise with the 
onsite AV technician.

Making sure the event runs 
smoothly
The Events team will make sure the 
inside of the venue is well signposted 
from the reception to the rooms. 
Remember to use the branch or group 
pop-up stands for additional branding.

Once the IT equipment is set up, the 
Events team will run through the 
presentations to make sure everything 
is working smoothly and there aren’t 
any technical issues.

Be aware that speakers may turn up 
in the morning with a completely 
new version of their presentation. The 
Events team is prepared for this and 
will be able to make the necessary 
changes.

The Events team will check the power 
leads on equipment and make sure 
batteries are charging and that the 
power is switched on.

Registration is usually the most 
challenging time. The Events team will 
bring a signing-in list to monitor who’s 
arrived – particularly speakers – but 
also as an attendance list in case of a 
fi re evacuation.

Make it the number one priority to 
start on time and maintain a timely 
schedule through the day. 

Networking opportunities can be 
diffi cult for some delegates if they’re 
on their own, so try to get people 
to mingle – nominate committee 
members to facilitate this. Simple 
introductions are all you need to get 
conversation started, but it goes a 
long way.

To help us continually improve the 
quality and relevance of events, it’s 
important that delegates complete and 
return their delegate feedback forms. 
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After the 
event

The Events team will get the 
essential follow-up activities 
completed. These include 
writing ‘thank you’ letters 
to the speakers, the venue, 
sponsors and anyone who 
helped on the day, as well as 
paying invoices and issuing 
refunds, if applicable.

The Events team will analyse the 
feedback forms and produce an event 
management report to share with 
you.

The Events team will pass on any 
comments about the venue – good 
or bad – to the contact there, as 
this is appreciated.

In the following weeks, the Events 
team will pull together the fi nancial 
reconciliation as invoices are paid, 
expenses come in and revenue is 
fi nalised. It should be possible for the 
Events team to reconcile the budget 
within eight to 12 weeks after the 
event. Once this is complete, your 
event will be signed off and closed 
by the Events Manager. We will send 
the committee a copy of the delegate 
feedback report.

Then it’s time to start all over again!

Good luck

We hope this guide will help you to 
plan many great events. Remember 
that you have a dedicated Events 
team waiting to help, guide and 
support you through the entire 
process.

We look forward to working 
with you.




