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sharing ideas for ethical earth-friendly holidays
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How to put on A Clean Break
Our inaugural event, took place in Brighton, United Kingdom, on April 26th 2009. In this document, based on that experience, we’ve pulled together tips to help you set up your own event. It took us around 14 weeks to organise our event. We’re hoping that, with the materials and advice available through our website, you can do it faster. We’d be interested to hear how long it takes you.
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1 Team roles

We recommend you get a group of at least half a dozen people together to put the event on, and decide for what each of you will take responsibility. We had people responsible for each of the roles shown in the table below. 

1.1 Beforehand

	Role/responsibility
	Tasks

	Venue
	Identifying, booking, liaising with, checking what facilities are available (e.g. are there enough chairs?). Find out how many people your venue holds (you may not want to fill it to capacity). Think about how to lay it out. Are there refreshment facilities? Check the managers are OK with you sticking up display materials. Book it for a few hours either side of the event so you’ve got time to set up and clear up.

	Speakers
	Identifying, liaising with, checking what facilities they need and that they know, for example, what you want them to talk about and who their audience will be. We recommend finding people locally (to minimise the impact of them travelling to the event). Put ‘eco’/’responsible’/’ethical’/’sustainable tourism’ and your area into an internet search engine. Contact local universities (especially Departments of Environmental Studies). Try to get a mix of industry reps, eco-activists and people with personal experience of travelling ethically.

	Creating other activities
	We had a prize quiz, which involved developing the quiz and sourcing prizes. We’d love to hear other ideas for activities. Please email them to info@acleanbreak.org.uk until we get our discussion forums up and running.

	Sponsorship
	We didn’t seek sponsorship. However, if you wanted a smarter venue, or to put on more expensive activities, or to avoid charging for tickets, you might consider asking local businesses (particularly ones with a green travel link) to provide funding.

	Marketing and promotion
	Designing, printing and distributing posters and fliers, contacting local media for coverage, getting into various online and paper-based listings, being interviewed for local radio and TV shows.

	Budgeting
	Keeping a record of the money you spend and take in.

	Refreshments
	Shopping, making food to sell.

	Arranging for computer and internet connection
	Which you’ll need if you want to, for example, enable people to sign the flight pledge (http://www.lowflyzone.org/).


1.2 On the day

	Role
	Responsibility

	Head Event Manager 
	Overseeing everything, checking all other workers have enough support and know what they’re doing.

	Set up and clear up
	Chairs, tables, wall displays.

	Door duty
	Checking tickets and taking money if you’re charging for entry.

	MC
	Timekeeping, making a speech to welcome everyone, introducing speakers, announcing quiz results.

	PA/music
	Setting up and managing.

	Photographer 
	

	Video
	If you want to film the event.

	Quiz
	Handing out quiz sheets and pens, collecting in and marking.

	Refreshments
	Setting up, serving, clearing, washing up, taking money if you’re charging.


Have more people committed to help on the day than you expect to need, as you may find some can’t make it at the last minute.

2 Promotion

2.1 Materials
	Press release
	There’s lots of guidance on writing them on the web and you can download a template we used from our website. You could use our logo 2 as a header.

	Fliers and posters
	Print them on recycled paper/card and put them in pubs, bars etc near your venue and places that have a related ethos (e.g. wholefood shops). You can download ours from our website, and edit them (in the appropriate places insert: the date and time of your event; name and address of your venue; names and organisations/roles of speakers; any other activities; arrangements for refreshments; what prizes you’re offering (if any); how to get tickets; and the name of the charity to which you’ll donate any proceeds).

	Adverts in various forms
	E.g. longer for publication in local newsletters, short for pasting into an email. Use our logo 1 with your listings. You can download a template for a newsletter type ad from our website, and edit it. 

	Suggestions for placing the information
	Let us know about your event and we’ll put it on acleanbreak.org.uk

	
	Local directories (get in touch with printed directories in plenty of time since the last copy date for an edition coming out before your event may be several weeks in advance of your event), local what’s on websites (you can upload details of an event to many of them for free yourself), local papers.

	
	Set up an Event linked to A Clean Break’s Facebook Page.

	
	Contact local and national radio/TV stations. Don’t forget hospital radio.

	
	Get on as many email lists as possible (e.g. ones that go out to community/voluntary groups, your local Green Party).

	
	Email the poster to all your friends for display in their windows, cars, workplaces etc.

	
	Email it to schools, universities etc.


3 Budgeting

You can download our budget spreadsheet from our website, and edit it for your own use.

4 Pricing policy

· We charged £5 for adults, £3 for 5-17s and let under fives in free. The 27 people who bought tickets just covered our £124 costs.

· With hindsight, we would have set the price lower and allowed older children in free too (perhaps £2 for adults, £1 for 10-18s, free for under 10s) and hoped to attract more people, or had free entry and covered our costs through charging for quiz entry and refreshments, possibly also seeking financial sponsorship from local businesses.

If you are charging for tickets:


· When setting your price, consider what your costs will be. Remember you might not sell all your tickets. 

· The maximum number of tickets you can sell will be the capacity of your venue (which, if you’re hiring a venue, will probably be determined legally by its insurance policy), minus the number of people who’ll be there putting on the event. However, you might not want the venue full to capacity.

· Either have physical tickets or just take names. If you produce physical tickets, use our designs.

· Download the document Tickets – text template from our website.

· Change the details (date, time and venue) in the four upper text boxes.

· If appropriate, put the name of the charity you’re supporting in the four lower text boxes. 
· If you’re printing the tickets on recycled paper, you might like to add a statement to this effect in these boxes too. 

· Or remove the text within these boxes altogether. 

· Print this document. 

· Put the printed sheet back in the intray of your printer (check which way up you need it to be) and print the document Tickets – artwork template over the top.
· Repeat until you’ve got enough tickets (each sheet makes four tickets).

· Cut the tickets up.
· Set up a Paypal account and/or get a local shop to sell them for you (as well as selling them yourselves to personal contacts).

· Try an early bird offer (to encourage people to commit to buying a ticket rather than putting it off) and offer discounts/free tickets in relation to radio/TV appearances.

· Please donate any profit to charity (and state that you’ll do so on all your marketing materials). We named Friends of the Earth, though it was suggested to us that UK-based events might donate to Sustrans, as it specifically focuses on sustainable travel. 

5 Refreshments

To echo the themes of the event we suggest:


· Use fairtrade and/or organic products;

· Sell homemade food;

· Packaging – consider reducing this wherever possible;

· Recycling – be aware of the facilities or be able to recycle or reuse (or consume any left-overs!);

· See if you can find a water boiler (e.g. hire one) if your venue hasn’t got one;

· Do you need to supply crockery and cutlery or does the venue provide enough?

· Avoid disposable (to minimise your environmental impact). You can get cheap crockery and cutlery from charity shops or free from www.freecycle.org.uk.

6 Quiz (if you have one)

6.1 The questions

· It’s easy to develop questions by trawling websites. Make sure you keep a record of the sources of your answers in case you’re challenged (though you can always argue that your decision is final). Use our template. Set out the rules. 

· To make the quiz easy to mark, have all the questions bar one be multiple choice questions, or questions that require non-numerical answers. Have one (hard) question that requires a large number as the answer (ours was ‘CITES - the Convention on International Trade in Endangered Species of Wild Fauna and Flora - gives an approximate figure for the number of animal species it covers. What figure does it state?) and use this as a tie-breaker if necessary.

6.2 The prizes

· Ask for donations from local businesses that have a green theme, and ideally a green travel theme (our experience was that most were willing to help).

· Explain why you chose them. Be polite. Thank them whether they say ‘yes’ or ‘no’ and whatever they offer you.

· Give them publicity in return.

6.3 Creating the document

· Use our template, which you can download from our website;

· Amend the rules and list of prizes (thanking your donors);

· Add pictures etc to liven it up;

· Print double-sided on recycled paper to reduce environmental impact.

7 Stalls

You might consider asking organisations and businesses with an ethical travel theme whether they’d like a stall (possibly charging them for it).

8 The PA system

Will you need one? Do you need to hire it? Can you borrow one? How will you transport it? Do you know how to operate it?
9 Display materials

· In case your guests don’t bring much, get a load together yourselves ready to stick up on the walls. 

· Also bring flip-chart paper, poster putty (such as blu-tack), marker pens, sellotape, scissors and post-it notes. We put flip-chart paper up for people to write ideas on and that proved popular. 

· You might consider creating a specific display area (rather than using all the walls of your venue), decorating it and having someone standing by it to talk to guests and help create the display.

10 Music

We used an mp3 player to play a playlist of world music through our PA. World music works well because, apart from echoing the holiday theme, it tends not to be bass-heavy, age-specific or as distracting as familiar music with English lyrics.

11 Schedule

To minimise printing and use of paper, we displayed the schedule on the wall, rather than handing out individual copies.

· We’d recommend not having the first activity start until half an hour into the event to give people time to arrive, get refreshments etc.

· Although we had three speakers scheduled, one couldn’t make it on the day and this worked out well because there were lots of questions for the other two and because we added a session for guests to tell everyone about their ethical holiday ideas. This was an enjoyable session and I’d recommend including it. So you might decide only to schedule two speakers. 

12 What you need to bring on the day:
· Something to hold any money you take;

· Floats for the refreshments stand and the door (if you’re taking money at these points);

· List of people coming (e.g. if you’ve made a list of people who’ve paid);

· Crockery, cutlery, napkins, washing up stuff, refreshments;

· Quiz prizes;

· Materials for display;

· Poster putty (such as blu-tack);

· Marker pens;

· Flip-chart sheets;

· Post-it notes;

· Quiz sheets;

· Quiz answers;

· Schedules;

· Rota;

· Camera;

· Computer (and mobile broadband if there’s no internet point) if you’re having a point for people to, e.g., sign the flight pledge.

13 Actions to take after the event

· Give yourselves a huge pat on the back.

· Email a review of your event, with photos and video if you’ve got them, to info@acleanbreak.org.uk and we’ll put them on the website
· Put your review of your event, photos and video on A Clean Break’s Facebook Page
· Upload the holiday ideas you generated to the Holidays page of www.acleanbreak.org.uk
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