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This guide has been gathered from the experience of organising the first ‘Common Ground 
Festival’, in Bethnal Green on the 25th August 2019. Some of the information is London 
Borough of Tower Hamlets specific, but it can be appropriated across boroughs and areas.

This event was co-facilitated by 3 local community groups/spaces: The Common House, 
Phytology (Bethnal Green Nature Reserve) & Teesdale & Hollybush Tenants & Residents 
Association (Keddlestone Walk Community Centre). Common Ground was largely organised 
in 2 months and was completely unfunded until 2 weeks before the event. No-one in the 
core organising group had put on an event like this on public land before and it was the 
first time The Common House had done anything directly with the local community. 

The event was a success in many ways, most importantly by bringing together different 
people who wouldn’t normally be in the same space. That being said, it put a lot of stress 
on a few people within unfunded voluntary groups. 

We believe it is really important for people to be able to use public spaces to come together 
on Common Ground, fostering further chances for promotion, celebration, & collaboration 
by pro-actively stepping outside of our usual bubbles of activity which lead to echo 
chambers. For that reason, a how-to-guide, which will enable other people to organise 
more of these types of event, has been created.

For these events to be successful, they need to be able to run more smoothly, being 
mindful of peoples time and energy levels. I hope to help people avoid some of the pitfalls 
we fell down and advise on how this process can be done collaboratively without the need 
for professionals. 

Foreword
This booklet is a how-to-guide for anyone 

who wants to put on a future 
‘Common Ground Festival’, or any kind of 

festival/event, on publicly owned land.  
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WHERE 
TO 

START...?

6-8 months before

1. Writing the Initial Brief  
A good place to start is with the people you do know: Write out a short ‘mini-
brief’ outlining the initial idea based from the information above. This should be 
short and to the point, first sending round the brief and asking who wants to be 
involved and if they would be up for a meeting.

- Who is this for? 

E.g. local residents, people who are part of community 
Groups/initiatives and/or are involved with local 
Community spaces, local businesses etc.

- What are the main aims?

E.g. bringing people together, making/enabling more connections/sharing between 
groups, creating a platform for people who don’t usually have one, bringing people 
together in one space, a celebration, bringing together people who aren’t usually 
in the same space, redistributing resources e.g. providing business for local 
community cafés, providing funding for usually unfunded groups to participate

- Where could it be?

E.g. A local park or street

Logistics

Teesdale & 
Hollybush 
Estate

The Common 
House

Keddlestone Walk 
Community Centre

Bethnal Green 
Nature Reserve

Middleton Green - 
Common Ground 
Location

Middleton Street - 
Proposed Common 
Ground Street 
Party Location 

Bethnal Green Road

Cam
bridge Heath Road

Old Bethnal Green Road

Common Ground - Collaborators Map

Collaborating 
Spaces

Common Ground 
Locations

This should ideally be written 
collectively but you have to start 

somewhere, to have a loose 
framework/direction in order for 

people to grasp what it is. 

Where strategically makes sense 
for you to do this, it should be 
linked to your aims, as well as local 
collaborators. Common Ground was a 
collaboration between The Common 
House, Teesdale & Hollybush TRA 
and Phytology. So the initial 
plan was to have it on the street 
connecting these 3 groups. 
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2. Find Local Collaborators
A. Who do you know already?

E.g. People/Groups/Spaces/Businesses in the local area and beyond that may be 
interested in collaborating and getting involved with the organising.

B. Who might like to be involved?

E.g. People/Groups/Spaces/Businesses in the local area and beyond that you haven’t 
met before but might want to connect with, residents in the area you haven’t met 
before. The event organising is a great way to branch out, researching groups/spaces 
in the local are you haven’t heard of but might be really local and interested is a good 
way to connect.

Hold an initial meeting

Holding an initial closed meeting (aka not publicly advertised) will help to start the 
basis of forming a core group. Its a great way to:

• Pool ideas on who else might be good to get involved
• Work on/get feedback from the initial brief and start sharing knowledge
• Starting to establish a core group with collective ownership from the beginning

You should decide on some dates for open planning meetings to get more people 
involved and make sure to share the brief with everyone involved so people have 
something concrete to send to people in their networks. 

It will make it easier to keep track of 
who you have collectively contacted 
and for people to get involved with 
the outreach without doubling up if 

you create a spreadsheet of people to 
get in touch with. This can also form 
a base contact list for future events.

Spreadsheet of potential collaborators

Communications

Sending round a doodle poll for 
this first meeting will help to make 

it more accessible for people to 
attend. This initial meeting can 

be quite casual/open this helps to 
enable more people to be able to 

take ownership over the idea. 



সাধারণ �থল

10th July 5-7pm @ Keddleston Walk Community Centre
31st July 6-8pm @ The Common House

COMMON GROUND

- খোলা মিটিং পরিকল্পনা -

��রেইট পার্টি
~ STREET PARTY ~

25.08.2019

- OPEN PLANNING MEETINGS -- OPEN PLANNING MEETINGS -

- খোলা মিটিং পরিকল্পনা -

সাধারণ �থল

��রেইট পার্টি

10th July 5-7pm @ Keddleston Walk Community Centre
31st July 6-8pm @ The Common House, E2 9QG

Email - info@commonhouse.org.uk

For anyone interested in getting involved with the planning of the day, come along to the open planning meetings! 

দিনের পরিকল্পনা নিয়ে জড়িত থাকার জন্য আগ্রহী যে কেউ, খোলা পরিকল্পনা সভায় বরাবর আসা!

COMMON GROUND

~ STREET PARTY ~
25.08.2019

কমন হাউস, টিসডেল এবং
হোলিবিশ রেসিডেন্টস অ্যাসোসিয়েশন 
এবং বেথনাল গ্রিন নেচার রিজার্ভ 

একটি রাস্তায় পার্টি সহ-হোস্টিং হয়
পন্ডারসন গার্ডেনস এবং মিডলটন 
স্ট্রিট। আমরা বাইরে সম্প্রদায়ের 

ভেতরের ভেতরে যা ঘটতে তা আশা করি, 
স্টলগুলি দিয়ে যাতে সম্প্রদায় এবং 
কর্মী দলগুলি নিজেদেরকে, খাদ্য, 

সঙ্গীত এবং গেমগুলি সম্পর্কে মানুষকে 
বলতে পারে, যাতে আমরা একে অপরের 
সাথে দেখা করতে পারি এবং স্থানীয় 
এলাকায় সম্প্রদায় গড়ে তুলতে পারি।

The Common House, Keddlestone Walk, 
& Bethnal Green Nature Reserve are 

co-hosting a street party on 
Pundersons Gardens and Middleton 
Street. We are hoping to bring what 
happens inside community spaces 

outside, with stalls so that community 
and activist groups can tell people 
about themselves, as well as food, 

music and games, so that we can meet 
each other and build community in the 

local area. 

Spreadsheet of potential collaborators

Sending round a doodle poll for 
this first meeting will help to make 

it more accessible for people to 
attend. This initial meeting can 

be quite casual/open this helps to 
enable more people to be able to 

take ownership over the idea. 



It is important that this is an open process to enable further participation from 
people beyond who you already know. Open planning meetings are a great way to 
spread the word about the event, whilst encouraging different people to get involved 
with the organising. During the open planning meetings you could do a skills and 
resources audit, which would help form the basis for forming working groups. The 
rest of this report will talk through the steps of those working groups.

10

Logistics

Comms

Graphics

Food/Drink

Music

Finance

Forming a core group

Logistics

The first open planning meeting would be a good 
place for people to nominate themselves for 

‘Bottom Lining’ working groups. Bottom Lining 
means keeping track of things but not taking 

control. If there are one - two people nominated to 
bottom line each working group then people can 
do tasks within each group but there are specific 
people responsible for that aspect of the event, 
and enables people who are more suited or only 
have the time for more task specific work to be 

able to do that. 

Would highly recommend this! We didn’t do 
this and it meant a lot of work fell on a few 

people which was very stressful, unsustainable, 
led to burn out and made it a less collective 

experience. 

Part of logistics ultimately, but specific things which 
need to be sorted in order for approval from council 

Responsible for applying for 
funding applications and other 
funding sources if applicable, 
making and communicating 
the budget to different working 
groups, expenses, making sure 
people get paid etc.

  
Working Groups:

Making a project time-line, 
responsible for the general 
organisation and plan of the 
day, e.g. equipment e.g. tables, 
gazebos, electricity etc., liaising 
with the participants to make sure 
they have what they need and 
with the council to make sure they 
have all the necessary paperwork

Writing call for participants/
application forms, organising 
outreach/advertising to find 
participants through local people/
groups/spaces via multiple sources 
- social media, emails, meetings, 
postering, leafleting door knocking

Making the graphics for 
posters/flyers/programme/
social media imagery to send 
to comms team. Organising 
making decorations/signage/
map for event day 

Responsible for finding food and 
drink for volunteers and public, and 
coordinating on the day 

Responsible for finding music and 
liaising with logistics for the council 
acoustic paperwork and potential 
electricity needed
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Common Ground - Pooling Ideas at the First 
Open Planning Meeting
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FUNDING

(1) https://www.
towerhamlets.gov.uk/lgnl/
community_and_living/
community_grants/
community_grants.aspx

(2) https://www.london.gov.
uk/what-we-do/arts-and-
culture/current-culture-
projects/culture-seeds

Who could you approach for funding?

Tower Hamlets Small Grants Fund

Tower Hamlets had an event specific fund, and other boroughs/areas may also have this. It 
has now been incorporated into Tower Hamlets small grants fund(1) which has a wider range 
of what people can apply with (so it isn’t just for events) but is still very much linked to 
building community. Most local authorities have small grants available for community projects 
encouraging social inclusion. They also have larger grants of up to 20,000 through their 
community cohesion scheme. 

Culture Seeds

This is a part of the Mayor of London’s draft Strategy for Culture, and is a fund for community 
led cultural projects.

Finance

Council Authorities

A key driver of our festival was to create an environment, which 
is in line with the councils objectives, whilst creating a platform 
for ideas / groups they are potentially resistant to. We managed 
to create a funding stream, from the Greater London Authority 
to unfunded voluntary community/activist groups, and created 
business for local people. Depending on the event you may be 
eligible for grant funding:

If you need support on how to write grant 
application forms the Council for Voluntary 

Services (CVS) specific to your borough will be 
able to help you. Attending a funding event 
run by the Tower Hamlets CVS where they 

went through how to do the application form 
and what Tower Hamlets were ultimately 

looking for was useful. 

“It is for funding arts, culture and heritage projects and activities. This includes:

Visual and performing arts (like music, dance and theatre), film-making and 
film screenings, heritage projects, digital art, cultural events/festivals, literature, 
spoken word, reading groups, craft and making activities, choirs/singing groups, 
creative writing”(2)

“There are five themes and organisations must apply under one of the following: 

• Theme 1: Innovation
• Theme 2: Preventions
• Theme 3: Neighbourhood Action
• Theme 4: Community Cohesion
• Theme 5: Partnership” (1)

1,000-5,000

200-5,000
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(3) https://www.
tnlcommunityfund.org.uk/
funding/under10k

(4) https://www.near-
neighbours.org.uk/small-
grants

National Lottery Community Fund   

National Lottery offers funding to help make a difference in your community. 
They fund organisations with ideas that:

Near Neighbours Small Grants

Near neighbours offers grants for local groups and organisations who are bringing together 

their local community. 

Crowd-funding/Pledges from local businesses

Raising donations, even small amounts, from people who are part of 
your community demonstrates how much support you have and that 
people are willing to back you with their money. It can be a great way to 
gather local support, redistribute resources and build a sense of collective 
ownership over something. It also could be the most autonomous form of 
fund raising as you are not tied to a funder or business.

Pledges from businesses for money/time/resources can also be a good 
way to gather support and meet more people in the community. It is up 
to the ethics of the group to decide which businesses to approach and 
what you might offer back in return.

For Common Ground we set up a crowd-
funder before we had heard back from the 
funding application. This was to raise the 
funds to pay for the road closure charges 

and temporary events notice. Raising small 
specific amounts for a project in this way 
can be good and doesn’t take too much 

labour. However, to run a substantial and 
successful crowd-funding campaign is no 
small task, it is a lot of labour and only 
feasible if people have sufficient time, 

energy and skills.

There are many other grant 
funding options. My Community 
have put together a thorough list 

on their website: 
https://mycommunity.org.uk/

funding-options/raising-finance-
options/grants/

300-10,000

250-5,000

“1. Shape the places and spaces that matter to communities
 2. Bring more people together and build strong relationships in and across 
communities
 3. Enable more people to fulfil their potential by working to address issues at the 
earliest possible stage”(3)

“To be eligible for one of our small grants, your project should meet the following criteria: 

• Bringing people together, 
• Working locally, 
• Working sustainably, 
• Improving the community, 
• Committing to diversity. (4) 

Finance 
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The funding enabled everything within Common 
Ground to be free, with food by donation that over 

100 people benefited from. Since the financial 
incentive was not a driving factor, it created a very 
convivial and welcoming atmosphere, with many 
participants and neighbours asking whether the 
event happened every year, or asking whether it 

would happen again next year!

Common Ground - Pay by donation food
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PARTICIPANTS

2 - 4 months before

Open call for Proposals

Make an application form, there should be a simple 
process for people to be able to apply to be part of the 
day. Be clear about what sort of thing you are looking 
for - In the case of Common Ground; the call was very 
open, ultimately about bringing what is happening ‘inside’ 
community spaces ‘outside’ into public space. People 
could have applied to do anything; from a sewing class, 
employment law workshop, live art and so on. 

Set a deadline for the proposals before you need to 
start sending documents to the council, this is because the 
council needs to know what activities will be happening on 
the day, at least 28 days before the event day. 

Example Application Form

Most of the people we wanted to get in 
touch with were unfunded, voluntary run 

groups. Offering money to people who 
needed it was to enable more people to be 

able to participate, addressing issues around 
privilege/only people with money/resources 

being able to participate.  We weren’t sure if 
we had funding so could only offer it under 

the basis of ‘if we were successful’ (see 
application form) but in future would make 
this a clear feature on the call for proposals 
to be able to reassure and encourage people 

who may not consider applying due to lack of 
funds to apply.

Try and avoid informal 
proposals, encourage 

people to fill out the form 
it creates less labour long-

term and shows a level 
of commitment. Five of 

the informal proposals we 
had didn’t end up coming 

the day.

Communications
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Outreach for Proposals

This should be advertised widely, through emails, social media, 
word of mouth, physical posters and in the open planning meetings. It 
is important to be able to offer people money / expenses to participate, 
this could be a section in the application form. 

Targeting places which most people use can be a good strategy 
to reach beyond your usual networks: post offices, nurseries, one-stop 
shops, community centres, religious centres, supermarkets usually have 
a noticeboard. This is most successful if people can physically speak 
to someone from these places, either on the phone or by physically 
bringing a poster/flyer to each space. 

Common Ground Street Festival  Call for proposals!  
Common Ground - Sunday 25th August 2019, 1pm - 9pm  
Middleton Street - E2 9RR 
 
Dear XXX 
 
We are writing to see if you would be interested in participating at the street party Common Ground, on Sunday 25th August 
2019, 1pm - 9pm along Middleton Street - E2 9RR. 
 
‘Common Ground’ will be a one-day festival with stalls, music, talks, performances, workshops and games along Middleton 
Street, acting as a chance for connection between local community spaces, groups and people.  
 
This event will be free and open for all to attend, and all of the activities put on by each participant will be free. We are awaiting 
to hear back from funding applications, when confirmed, we will be offering unfunded/volunteer run groups £80 to participate in 
the day, upon request.  
 
We are looking for proposals from groups/spaces/organisations/individuals who live/work in the local area to participate in any 
way you wish, e.g through stalls/talks/workshops/performances/games/any form appropriate.  
 
The idea is to bring what happens ‘inside’ community spaces and groups outside into the street.  
 
We are inviting inviting community groups to discover each others’ work. We are hoping to enable local groups and 
organisations to connect with the communities and individuals who live in the immediate area. 
Our purpose is: 
(i) to bring what happens inside community spaces outside, into the street,  
(ii) to make connections between projects and groups that use local community spaces, strengthen networks and skills and 
contribute to community wellbeing;  
(iii) to celebrate the range of activities that take place locally. 
  
Learning how much is going on within community spaces behind closed doors is inspiring, so we hope Common Ground will 
facilitate more chances for encounter and sharing. The opportunities to share skills and resources will help work towards 
building a local network of spaces that can support each other in different ways.  
 
The deadline for proposals is Wednesday 31st July 2019 9pm, please fill out this short google form. 
http://bit.ly/2JhZVEw 
 
There is also an open planning meeting coming up: 
31st July 2019, 18:00-20:00 @ The Common House, 5e Pundersons Gardens 
 
Here is a link to the facebook event for the planning meetings - https://www.facebook.com/events/2232509170119693/ 
 
And a link to the facebook event for the street festival  
https://www.facebook.com/events/352255135449780/ 
 
It would be great if you could share among your networks! Come along if you can make it/want to get involved in the planning of 
the day in some form. 
 
We look forward to hearing from you soon! 
 
The Common House, Phytology & Teesdale and Hollybush TRA  
 
 
 
 

Example Call for Proposals

The call for proposals we wrote 
for Common Ground, was a bit 
long it would probably be better 

to make a shorter version 
to catch peoples attention 

immediately following up with 
further information available if 

they want to apply.

We were interested in bringing 
together the different groups 
that use community spaces, 
but targeting the community 

spaces themselves didn’t 
often reach beyond the space. 
Putting a poster in each place 
would enable groups/people 
that use the space to be able 

to apply. 

Communications
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Example Call for Proposals

Posters around the local area
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Group Name Activity Name Name(s) Needs Type Description Email Social Media 

Requested 
funding 
(Y/N)

Confirmed 
(Y/N) Location of org/activity/space Details of org/activity/space Contact Number

STALLS

The Common House Free Shop Becky
2 tables, or just a tarp 
to put on the ground Free Shop

Common House free shop, from a common house clear out and info 
about common house @CommonHaus Y Y The Common House 07999 286 202

Nightsniffing: Bats, Data and 
Development

Nightsniffing: Bats, Data and 
Development Cliff Hammett A table and two chairs Stall

I propose two activities based on my Nightsniffing project – a stall 
during the day about the project, and a bat/data/development walk in 
the evening.

The stall will have details of the project, allow people to familiarise 
themselves with the devices I’ve made, and will have information on 
bats, data systems and urban development in London. I will ask 
relevant people if there is any material they would like to contribute to 
this. There will be also be two boards that people can pin questions to: 
what would you like to ask the development database? what would you 
like to ask the bats?

cliff@disroot.org N Y The Common House

Nightsniffing is a practice-led research project that 
seeks to create field methods to engage with the 
hidden systems that shape the city. Taking inspiration 
from the tools and techniques used to find and study 
bats, it aims to create walking techniques and 
technologies that combine the exploration of urban 
wildlife with an interrogation of systems and 
structures that shape the city, from its centre to its 
periphery. 07956 593 455

Art and Aroma Art and Aroma Joanna Godney
Tables and chair or a 
stall

Workshop & 
Stall Perfume making workshop, and selling handmade soap and perfume Joanna@artandaroma.com Y Y N/A 07718 002 046

Positive Money Tower Hamlets
Positive Money Tower 
Hamlets Andy Philpott 1 table 2 chairs Stall 

Sharing leaflets and booklets, offering information and answering any 
questions about how banking and the economy works and what we can 
do to change it.

pmhamlets@gmail.com or 
ajphilpott@aol.com

Y expenses to 
cover lunch Y Minerva Community Centre

Positive Money started after the 2008 financial crash. 
We educate and campaign to get money creation 
taken away from the high street banks. They don’t 
lend to productive people and businesses who really 
need it, instead preferring to lend for mortgages 
which makes housing unaffordable to many. The 
loans they do make are laden with expensive debt for 
everyone as interest. All of this is completely 
avoidable.
We want a fair, democratic and sustainable economy 
for all. https://positivemoney.org/

07599 238479

Non Violent Communicaiton Non Violent Communication Andy Philpott 1 table 3 chairs Stall 

Stall for offering empathy. 
If there is interest we can demonstrate some simple grounding tools that 
people can use and ways of holding connection to ourselves and 
others. These are best offered in the context of a full workshop though 
where people can try these new skills out and practice them.

Offering empathy using some simple connective language. Using 
feelings and needs cards to help identify these feelings that arise and 
what they may be signposting to. This is not a workshop or counselling 
environment, so this would be a light and brief introduction to what 
could take longer to explore. It usually lands as an enriching and 
rewarding experience.

info@nvc-uk.com or 
ajphilpott@aol.com 

http://bit.ly/2xSfZaL  
facebook Y Y N/A

__ NVC is the language of connection. It’s a 
learnable, practical way to bring empathy, honesty, 
strength and compassion into our personal and 
professional relationships. It can help build bridges of 
connection to individuals, couples, families, teams, 
organisations and communities. It was founded by 
Marshall Rosenberg in Detroit Michigan in USA in 
1972.
 Everyone is welcome to participate. A full foundation 
NVC workshop lasts 2 days, though we offer one 
hour de-escalation training and techniques as well as 
regular practice meetings.

London Renters Union London Renters Union 1 table a few chairs Stall

We would also like to have a stall where we could give out 
flyers/stickers/badges and chat to people about LRU to raise awareness 
and hopefully sign up new members. cooneydm@hotmail.com Y Y The Common House 

LRU is a member-led organisation of renters in 
London which was founded in 2018. Its aim is to 
collectively build power among renters so that they 
can support each other with housing issues and 
campaign for a fairer deal for renters such as an end 
to no-fault evictions. LRU currently has up to 1,500 
members from all over London and three branches - 
Hackney, Newham & Leytonstone and Lewisham. Its 
activities include actions, campaigns, branch 
meetings, trainings and member support. 07593 631 218

Radical Towels Radical Towels Table and 1 chair Stall Radical Tea Towel fundraiser for Phone Credit For Refugees Elspethinglis@me.com

https://www.facebook.
com/Elsies-Fundraiser-
2359941390931438/?
modal=admin_todo_tour

I’m not really a group/organisation, just an individual 
fundraiser. I raise money for Phone Credit For 
Refugees by selling tea towels from the Radical Tea 
Towel Company at £12 each with £4.50 of each sale 
going to PCFR. 07816 082 183

LGSMigrants LGSMigrants Harry Gay Table Stall T-shirts/leaflets/conversation Y

St Joseph's Hospice St Joseph's Hospice Zivile Adulcikaite
table and couple of 
chairs Stall

We would like to run an information stall and talk to people about the 
services available to the community and what support people could 
receive from us and how everyone could get involved in helping people 
with life limiting conditions to live their lives to fullest. z.adulcikaite@stjh.org.uk @StJoHospice

St Joseph’s Hospice supports people in East and 
North East London with serious, life-limiting 
conditions since 1905. We help local people, 
supporting their choices and making sure they get the 
help they need, whether that’s spending time at the 
hospice or being supported at home. We also offer a 
wide range of services to families and carers to help 
at this difficult time. 020 8525 6000

The Catwalk4Power Project & Act 
Up London Women 

The Catwalk4Power Project 
& Act Up London Women 

Catwalk4Power & 
Act Up London 
Women Table and few chairs Stall

The group would like to run a stall providing info about the issues on 
women and HIV and how to get involved, a talk would also be good. mare@tralla.net 

@Catwalk4Power 
@ACTUP_LDN 
Instagram: 
@Catwalk4power FB: 
Catwalk4Power & ACT 
UP London

The Catwalk4Power (C4P) community group 
comprises members who live across all London 
boroughs and outside of London, in the regions. 
There are C4P members who are living in Tower 
Hamlets.
 
C4P’s core aims are to empower women living with 
HIV (WLWHIV) in women-only safe spaces and to 
regularly connect with the wider public to relay 
messages about how to make lives better for 
WLWHIV. When C4P takes its creative output and 
social engagement ‘outside into the street’, we 
connect with the public on issues to do with the 
disproportionate affect HIV has on women’s lives in 
terms of: testing/diagnosis/treatment, poverty, 
support, sexual and reproductive health, intimate 
partner violence, social stigma, intersectionality, and 
community empowerment through creative action. 
This is an educational, learning process that shows 
members of the public how women create 
community, take their space, and are highly inventive 
and artistic. Through market stalls, C4P also seeks to 
find allies in the broader public community.

07939 575 284 

Green Anti-Capitalist Front Green Anti-Capitalist Front Pandora Table few chairs Stall Information about GAF @FrontGreen
United Voices of the World United Voices of the World Stall Information stall about UVW @UVWunion

WORKSHOPS

Fuel Poverty Action Climate Justice At Home Frances
Workshop (1 
hour)

Conflicts between climate and social justice are nuanced. What is best 
for the climate is not always best for people. In our day to day lives, 
these conflicts are best understood in the home. Green tariffs can be 
the most expensive, the imposition of much needed insulation can be 
dangerous, and energy efficiency can become a punitive measure. 
Ruth: [what does that(punitive) mean? ]  Let’s skill-up about fuel poverty 
and the perils of greening the home - to continue the work for genuine 
climate and social justice measure?  FrancesSleap@hotmail.

com @FuelPovAction Common House 

St Joseph's Hospice
Dementia Friends Information 
Session Zivile Adulcikaite Workshop

We would be also be happy to run a dementia friends information 
session that is an interactive session to help people to be more aware 
about dementia and become a dementia friend. @StJoHospice

London Renters Union 
Renters Screen Printing 
Workshop

2 tables some chairs, 
screen printing 
equipment Workshop 

We would like to use the Common House screenprinting machine to 
print t-shirts with empowering slogans for renters. This will be a fun and 
creative way to engage with the public and raise awareness about LRU 
and renters rights. 

Nightsniffing: Bats, Data and 
Development

Nightsniffing: Bats, Data and 
Development Cliff Hammett Walk

I propose two activities based on my Nightsniffing project – a stall 
during the day about the project, and a bat/data/development walk in 
the evening.

Thebats-data-development walk will commence at 8.15pm. The walk 
will consist of a combined exploration of bats, development and 
gentrification. We will carry two sorts of devices – heterodyne bat 
detector – to find bats with – and London development datasniffers – to 
find planning data with. The walk will last approximately one hour and 
will be exploratory in nature, with a loosely planned route but also space 
for people to explore areas more freely. The walk will end with a small 
gathering and discussion - possibly in the Bethnal Green Nature 
Reserve if they are happy for me to use the space at this time. (Note 
that in the event of heavy rain in the evening the walk will not be able to 
go ahead).

Example Spreadsheet of Participants

Collating the proposals into a 
spreadsheet will make it easier 

when it comes to tagging 
people for promotion and 

keeping track of what each 
participant needs for the day. 

Here is an example spreadsheet 
we made for Common Ground.

Communications
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Example Spreadsheet of Participants

Risograph Printing these at 
The Common House was the 

cheapest way to print, it costs 
£1 per master (coloured layer) 

and 1p per print after that

Example Programme

Communications



LOGISTICS

2 - 4 months before
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LOGISTICS

2 - 4 months before

Application Forms 
Before getting in touch with the Arts, Parks & Events Team:

It is important to have the relevant paperwork they require, to save time on 
both sides in the long run. Dependent on your event scale and location they will 
require the following initial forms, which are free to submit. Information on how 
to complete the corresponding paperwork is given below in stages.

Logistics

It will make things 
easier if it is one person 
communicating with the 

council, but it is too much 
work for one person to do 
on their own. There should 
be a key liaison person but 
the work should be shared.

If the event is for more than 499 
people you will also require a 

premises licence (see below) which 
must be in at least 3 months before.

Free

Free

Free to submit form plus additional 
charges (see left)

If you are planning to have the event in the street you will need to submit a 
Street Party Form to the Arts, Parks and Events Department which needs to 
include the following information and supporting documents:

If you are planning to hire a park for the event you will need to submit a Park Hire 
Form to the Arts, Parks and Events Department which needs to include the following 
information and supporting documents:

h) Noise Management, 
i) Public Liability Insurance, 
j) Contractors/Third Party documentation,
k) Risk Assessment,
l) Programme/Running Order, 
m) Communications Plan,
n) Ground Protection,  

a) Site Plan
b) Catering Arrangements,
c) Waste Management Plan, 
d) First Aid/Welfare/Safeguarding
e) Infrastructure, Sound sources, Electricity 
f) Crowd Management Plan,
g) Emergency Plan, 

h) Noise Management, 
i) Public Liability Insurance,
j) Contractors/Third Party documentation,
k) Risk Assessment,
l) Programme/Running Order, 
m) Communications Plan
n) Traffic Management Plan, 

a) Site Plan
b) Catering Arrangements
c) Waste Management Plan, 
d) First Aid/Welfare/Safeguarding
e) Infrastructure, Sound sources, Electricity 
f) Crowd Management Plan, 
g) Emergency Plan, 

1. Plan and area of Road Closure 
2. Plan for notifying all residents
3. Traffic Management/diversion Plan
4. Notification of emergency services

If you are planning to have the event in the street you will need to submit this to 
the highways department and it needs to include the following  information and 
supporting documents:

Extra payments:
Advertisement in the local paper - In Tower Hamlets this costs £197
Suspended parking bays - In Tower Hamlets this cost £44 per bay per day
Road Closure signs/traffic cones - Pay to hire

4 pages 

13 pages 

For a street closure:

For a park hire:

2. Street Party Form (SP1)

1. Temporary Traffic Order (TTO) 

Park Hire Form (PH1) 

7 pages 

9 weeks

9 weeks

8 weeks
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Dependant on the scale of the event you may need to submit further forms 
for a charge:

Temporary Events Notice (TEN) 

If you are planning on selling alcohol, having any amplified sound, any regulated 
performances you will also need to apply for a temporary events notice to the 
Licensing Department. This costs £21 and must be submitted no later than 10 
working days before the event. 

Note - If your regulated entertainment is for more than 499 people you will 
also need to apply for a time-limited premises licence which has a starting fee 
of £100 and increases dependent on size.

Section 30 consent (Building Control Application).

If you propose to have any large structures such as marquees and/or staging 
you may be required to submit an application to Building Control. This must be 
submitted at least 28 days in advance, along with structural calculations and 
drawings plus a fee e.g. any stage of less than 60m2 would cost £300.

21

Dependant

6 pages 

1 page  

10 working 
days 

28 working 
days 

Additional Charges for any event:

We scaled down Common Ground 
to be able to avoid charges 
and further paperwork due 

to capacity of the volunteers, 
money and time.

a) Block Plan scale minimum 1:500, 
b) Site Plan showing adjacent  buildings, roads, trees etc
c) Plans/sections/elevations of the proposed structure(s) minimum scale 1:100
d) Construction details as required to show construction method/materials/fixings
f) Payment Fee under Part II of the Greater London Council General Powers Act 1982

The planning of a temporary event 
(above a certain scale) is similar 
in detail and length to a planning 

application, but potentially longer as 
it has to be repeated every time the 

event happens... 
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You will need to compile the relevant paperwork to the type of event/location 
(which has been laid out on the previous pages) into an event management plan 
(EMP). The paperwork is pretty much the same for a street closure/park hire, aside 
from the traffic management plan (street) and ground protection (park). The council 
also need to see an event management structure, basically a team of people who 
have clear roles and will be working together to make sure the day runs safely. 

Here is an example of the EMP we submitted for Common Ground. The following pages will break 
down the different topics which need to be addressed in the EMP/Risk Assessment and you will find 
an example risk assessment/management structure/steward policy document on page 34.

Compiling the paperwork

Logistics
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Example Event Management Plan

Key
Steward locations

Stalls

Kids tables

Emergency evacuation 
meeting point

Emergency parking

Info/welcome 

First aid point

Toilets

Bins

Food

Workshop space - 
gazebo 3m x 3m

Common Ground - Site Map

Logistics

This can include a lot of the 
information the council need 
in one drawing.

This can be drawn like this 
example or simply by hand 
over a printed google map.

On the Map: Location of first aid & 
safeguarding area, steward locations

Additional Info: You will need to provide 
documentation of their qualifications 
& insurance. You could ask St Johns 
Ambulance who often do community events. 
You will also need a designated safeguarding 
officer and safeguarding policy document 
(see example on page 36) 

a) Site Map

d) First Aid/Welfare/Safeguarding b) Catering Arrangements

e) Infrastructure, Sound sources, Electricity c) Waste Management Plan

On the map: locations of food stalls, gas / 
electricity. 

Additional Info: The caterer(s) will need to 
have food hygiene level rating 3 +. If you 
are using caterers from outside the borough 
you may need to submit their paperwork 
earlier as the council health & safety team 
will need to visit the caterer and do their 
own health & safety assessments. 

On the Map: Locations of sound sources, 
stages, electricity cables, gazebos, tables etc.

Additional Info: Any gazebo smaller than 6m 
x 6m will not need to go through building 
control, but will need to be included in risk 
assessment. Any other structures e.g. stages 
will potentially need to go through building 
control, speak to the council about the 
specifics of this.

On the Map: Location of bins 

Additional Info: A strategy for recycling, 
a strategy for monitoring rubbish levels 
e.g. a responsible person(s), and where the 
rubbish will be stored and disposed of post 
event. 
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h) Noise Management:
 

Things to consider: Is it in a residential 
area? You may have a time restriction 
placed on the music (e.g. sunset). Are you 
having any amplified music? What is your 
strategy for informing the residents and 
what will you do if someone complains? If 
you have amplified music you will need to 
apply for a temporary events notice and 
take care to understand the risks around 
electricity cables and/or generators in your 
risk assessment. 

 

f) Crowd Management Plan g) Emergency Plan

On the Map: Location of stewards 

Additional Info: You will need to show 
that specific people will be responsible 
for monitoring crowds and this should be 
accompanied with a policy for what those 
people will do in the event of overcrowding. 

On the Map: Evacuation location & 
emergency vehicle parking 

Additional Info: This will need to be 
accompanied by a policy (see next page) 
And you will need to notify the emergency 
services that the event is happening (Fire, 
Police & Ambulance) 

Due to time and energy constraints 
we scaled down the risks and forms 

by not having amplified music, 
which meant we didn’t need to 

have any electricity or apply for a 
temporary events notice. We still 
managed to have loud music by 

having a samba band, but it wasn’t 
amplified... ;)

i) Public Liability Insurance:

 This may be covered under the insurance 
for your community space, or you may 
want to apply for an event specific cover. 
Tower Hamlets required cover for up to £2 
million. We bought one-off event insurance 
for £70.56.

Sambattalion - East London Samba Fusion Band
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n) Ground Protection: (Park Hire)

n) Traffic Management Plan: (Street Closure)

j) Contractors/Third Party documentation:
 

k) Risk Assessment : m) Communications Plan:

This would include the external hiring of 
equipment and/or contractors to build the 
equipment. The council would require their 
documentation and insurance details. For 
example any table, gazebo, electricity or 
generator hire, any external contractors 
building any of the infrastructure.

You as the event organiser ultimately 
need to show the council health and 
safety department that all risks have 
been thought of and there is a strategy 
for responding to the risks in the case 
something happens. 

You need to outline each risk, a description 
of what you would do to minimise/prevent 
it, a strategy for what to do if it happens 
and a calculation based on a rating of how 
likely it will happen x the severity of the 
harm is causes. 

There is an example risk assessment that 
we used for Common Ground on page 
34. You can also find loads online, I don’t 
think ours is necessarily an ‘exemplar’.

This needs to include:
- A running order, 
- Description of activities
- Examples of content 
for all activities which are happening on 
the day.

Dependant on the activity you may 
also need to provide individual risk 
assessments, public liability insurance 
and/or an up to date CRB (criminal record 
check) if the person is working with 
children. 

If people don’t have public liability 
insurance they can be covered under 
yours but that ultimately means you 
are responsible for what happens in the 
activities.  

You need to have an event management 
team and a plan for people will 
communicate on the day. 

The council basically want to know that 
specific people are responsible for specific 
areas, E.g. a volunteer coordinator, health 
and safety coordinator, food coordinator 
and so on. The communications plan 
should outline how/when people will be 
briefed and how they will communicate 
between each other on the day E.g. 
through radios, mobile phones, key person 
will have a loud hailer. 

There is an example event management 
team diagram on p 35 

This is minimal if you are just having 
small gazebos/tables, but will need to be 
more sufficient if you go larger in regard 
to structures. They just need to know you 
are not damaging the park in any way. 

E.g. For Common Ground we put protection 
beneath the screen printing area to avoid 
paint going on the grass.  

This needs to be a map showing:
- The road closure area, 
- Where you will be putting the barriers, 
- Traffic diversions/appropriate signage, 
- Locations of any suspended parking bays 
- Emergency vehicle access

Examples on pages 32-33

We avoided this by using the 
equipment we already had. We 
didn’t have any electricity or 
gas and didn’t hire in anyone 

externally. We put up the gazebos 
ourselves. We included all this 

within the risk assessment, there is 
an example on the next page.

l) Programme/Running Order



Jon Paints the Day - Common Ground 

m) Communications Plan:
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Anything which goes 
on skin e.g. henna, 

face-painting will need 
specific section within 
the risk assessment. 
If people are doing it 

without insurance you 
may need a waiver for 
people to sign, here is 

example >>>



1	 

Henna	Painting	Participation	&	Waiver	of	Liability	Agreement	

Thank	you	for	participating	in	the	Common	House,	Henna	painting.	
	
By	participating	in	the	Henna	Painting	you	agree	to	the	following	terms	and	conditions:	

	
1. Equipment	and	materials	used	in	this	painting	activity		are:	

• Henna	
• Piping	bag	
• Water	

2. You	understand	the	Henna	painting	is	for	art	purposes	only.	Further	you	agree	to	
take	full	responsibility	for	your	self-care	during	the	Henna	Painting	and	after.	

3. Please	check	your	allergies	to	henna.	
Please	be	advised	that	by	participating	in	the	Henna	Painting,	you	will	need	to	
handle	materials	that	may	stain	or	otherwise	be	the	cause	of	discomfort.		
	
Waiver	of	Liability	

	
4. In	the	event	of	an	accident,	injury	or	sickness,	you	give	permission	to	the	Common	

House,	Henna	Painting,	,	employees,	volunteers,	and	any	independent	contractors	
to	seek	medical	attention	and/or	authorize	emergency	medical	treatment	if	
necessary.	Common	House,	Henna	Painting,	will	first	attempt	to	communicate	
with	your	authorized	emergency	contact	before	seeking	medical	treatment	for	
you,	unless	it	is	not	feasible	or	practical.	Common	House,	Henna	Painting,	,	
employees,	volunteers,	and	any	independent	contractors	will	not	be	held	liable	
for	any	accident,	injury,	sickness,	death,	loss,	or	property	damage	that	might	arise	
out	of	or	in	connection	with	such	authorized	emergency	medical	treatment.	

5. You	further	agree	to	hold	harmless	the	Common	House,	Henna	Painting,	
employees,	volunteers,	and	any	independent	contractors	from	any	damages	or	
costs,	including	Court	and	legal	fees,	which	may	be	incurred	due	to	your	
participation	in	the	Painting.	

6. You	agree	and	understand	the	Painting	may	be	filmed,	photographed	and/or	
recorded	and	that	Common	House,	Henna	Painting,	shall	have	all	rights	in	and	to	
such	film,	photographs	and/or	recording,	including	the	copyright	therein.	The	
copyright	shall	include,	but	not	be	limited	to,	the	right	to	use,	re-use,	publish,	
and	re-publish	and	otherwise	reproduce,	modify,	and	display	any	such	film,	
photograph	and/or	recording	for	educational	and	promotional	purposes,	
including	without	limitation,	audiotapes,	audio	CDs,	DVDs,	websites,	video,	or	
film	or	any	other	form	of	recorded	images.	
You	grant	the	Common	House,	Henna	Painting,	the	right,	without	compensation	
to	you,	to	film,	photograph	and/or	record	you	while	participating	in	the	Painting		
and	you	waive	any	right	which	you	now	have	or	may	have	hereafter	in	any	such	
film,	and/or	recording.	You	agree	to	not	record	by	audio,	video,	photographic	or	
any	other	means,	any	portion	of	the	Painting.	

7. Any	and	all	matters	in	dispute	between	the	parties	to	this	Agreement,	whether	
arising	from	or	relating	to	the	Agreement	itself,	or	arising	from	alleged	extra-
contractual	facts	prior	to,	during,	or	subsequent	to	the	Agreement,	including,	
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Example Henna Waiver of Liability Agreement

Logistics

Anything which goes 
on skin e.g. henna, 

face-painting will need 
specific section within 
the risk assessment. 
If people are doing it 

without insurance you 
may need a waiver for 
people to sign, here is 

example >>>
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n) Example Traffic management Plan: (For a Street Closure)

If you are planning to have the event in the street you 
will need to submit a traffic management plan, showing 
the locations of all the signage, you will also need to hire 
the signage (some councils have it) or make your own 
compliant signage. 



After discovering this we 
decided to move the event to 
the park. The person from the 

council was understanding  
and waived the deadlines, 
considering it as the same 
application for an event.

Suspended Parking Bays

Depending on the street you may have to suspend parking bays. Common Ground was 
originally meant to be a street festival but we moved to the park after learning about 
these charges. 

In Tower Hamlets is costs £44 per bay per day to suspend. The strip of road we started 
with, was going to cost £1584. We scaled it right down to the minimum possible space 
and it was still going to cost £616. The council advised us that if we don’t suspend the 
bays we cant put anything in them (like tables, chairs, gazebos). Also if anyone vehicles 
needed to move their car out of the area or wanted to park there we would have had to 
let them do so. 

We asked if we could put the stalls / gazebos in the road but we had to also maintain 
access for the largest emergency vehicles at all time (a fire engine), so it would have been 
difficult to put anything, anywhere!

Middleton Street suspended parking requirements
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Example Risk Assessment 

Appendix L  - Risk Assessment for Middleton Green  
 
Risk Assessment: 
Park:   Middleton Green 
Lead Organiser:  Becky Turner  
Date risk assessment:  07/08/2019  
Date Street Party: 25/08/2019 13:00-21:30 
 

Hazard & 
Potential 
Consequence
s 

Peeple at 
Risk How might people be harmed  Suggested Controls & Measures 

Current 
Risk  

 

L  

 

 

 

I  

 

 

 

R 
Obstacles 
causing people 
to trip over 

Members 
of Public 

Residents 

Volunteers 

People could get hurt by 
tripping over obstacles, or kerbs 
of the pavement when walking 
from the park to the nature 
reserve 

 

All volunteers will be briefed that 
they must keep the park clear of 
obstacles at all times. 
 
All activities will brief participants 
of any health and safety risks, 
and the volunteers will be aware 
and if anyone is hurt direct them 
to the first aid person.  

Event Organiser/Stewards to 
carry out walk through visual 
inspection (prior to start of event) 
to ensure access/egress routes 
are unobstructed, free from slip 
and trip hazards and lighting 
levels are adequate.  

 

 
2 

 
1 

 
2 

Vehicle 
movement  

Members 
of Public 

Residents 

Volunteers 

People could get hit by moving 
vehicles through the street 
which could cause major injury. 

There will be no vehicle 
movement within the park at any 
time 

For emergency vehicles - 
Emergency vehicles can park 
along clarkson street.  

       1     1    1 

Manual 
Handling injury 
e.g back injury 

 

Members 
of Public 

Residents 

Volunteers 

People could get 
musculoskeletal injuries such 
as back injury from people 
attempting to move heavy or 
awkward objects, such as 
putting up the gazebos. 

 

Organiser/team leader (Rebecca 
Turner) to give pre-event briefing 
session with all 
employees/volunteers to include 
instructions on manual handling, 
including: 
▪ Not to lift unless comfortable 

in doing so 
▪ Young persons and others 

at significant risk  (e.g. 
persons with a previous 
back injury) instructed not to 
lift heavy weights.  

▪ All lifting by young persons 
to be supervised 

▪ Wherever possible, lift items 
with assistance rather than 
alone 

2 2 4 

Falling 
Gazebos  

Members 
of Public 

Gazebos could collapse and 
hurt people, or blow in the wind 
and hurt people.  

Gazebos will be erected and 
used in line with the 

2 2 4 

Logistics
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Event Organiser

Logistics
 Coordinator

Health & Safety 
Coordinator

Finance 
Coordinator

Food/Drink 
Coordinator

Media
Coordinator

Steward/Volunteer
Coordinator

Role Person

Name:

Tel: 

Name:

Tel: 

Name:

Tel: 

Name:

Tel: 

Name:

Tel: 

Name:

Tel: 

Name:

Tel: 

Responsibilities

• Main point of contact for 
the council, 
• generally responsible for 
overseeing the day 
• main point of contact for 
the diff coordinators

• briefing people on health 
and safety/welfare/safe-
guarding policy,
• liaising with the First 
Aider/Safeguarder, 
• health and safety checks 
throughout the day

• general logistics of the day
• making sure all the 
participants have what they 
need

• keeping track of expenses
• asking for invoices
• paying people 
• post funding evaluation 
forms

• food health and safety 
signage/hygiene
• liaising with caterers and 
food volunteers
• ordering ice

• organising filming/
photographers
• gathering testimonials

• outreach for volunteers
• shifts for volunteers
• general volunteer welfare 
(feed them treats!)

No. of Volunteers

Example Risk Assessment Example Event management Team Structure

Logistics

Facilitating the day The council basically need to know 
that there is a team of people 

coordinating the day safely. Here is 
an example diagram of what this 

team could look like:
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Example Steward Policy Document

Logistics

You will also need to have a 
designated safe guarding officer 
who has relevant qualifications 

(CRB, preferably also safeguarding 
training) for lost and found children 

and vulnerable adults. 

Designated people on the day (e.g. 
stewards) will need to be briefed on 

the policy for lost and found children 
and vulnerable adults. 

Appendix A  - Steward Policy Document 

 

As a steward, part of your role will be to be aware of peoples’ general wellbeing and keep a look out for lost 
children / vulnerable adults. In the procedure of a lost child/vulnerable adult you must follow this procedure 
document:  
  

PROCEDURE FOR CHILDREN AND VULNERABLE ADULTS WHO ARE LOST OR FOUND 
Lost children/vulnerable adults 

The loss of a child or vulnerable person should be classed as a priority incident, exceeded only by imminent threat to life.  

 

When a child or vulnerable person is reported missing the following procedure should apply: 

Steward to remain with parent or carer (if present) and record the following information: 

o Name and contact details of person reporting the child missing and their relationship to the child / vulnerable person 

o Name of child / vulnerable person 

o Age (or date of birth) 

o Physical description (sex, ethnicity, height, appearance, build, hair, clothing, distinguishing features) 

o Location last seen 

o Time last seen 

o Any other significant information. 

 

Steward to communicate above information either in person or via phone call to the Safeguarding Coordinator  

Safety coordinator to open an incident log. 

 

 Safeguarding Coordinator to communicate details of child/vulnerable person via mobile phone to stewards in all locations. 

(The persons name must be communicated discretely) and inform Event Manager, 

 

A steward should remain with the person reporting so that they are not distressed and are available to identify possible 

sightings of the child/missing person. 

 

If the child/vulnerable adult remains missing after 10 minutes, briefed stewards to be deployed to zone locations as set out 

in the risk management plan in order to get visual containment of the area and monitoring people leaving the area. Stewards 

at all points are to be notified and supplied with a description of the child/vulnerable adult. Stewards to be briefed to be 

vigilant of people leaving the event and be prepared to challenge if in doubt.  

 

Police to be informed and search extended to peripheral/surrounding areas of the event Search to include pre-identified 

areas such as play areas, toilets, bushes.  

 

When the child/vulnerable person is reunited with parent/carer, steward to inform health and safety coordinator. 

 

Enquiries must be made to establish where the child/vulnerable person has been and whether there is any further cause for 

concern/intervention or any welfare needs. 

 

When the identity of the found child/vulnerable person has been confirmed, event staff to be notified and normal duties 

resumed 

 

 Safeguarding Coordinator  to update and close incident log and inform Event Manager. 

 

Found children/vulnerable adults 

Steward to remain with the child/vulnerable adult at the location they are found for 5 minutes and notify the Safeguarding 

Coordinator and/or Event Manager immediately to request assistance. 

 

Safeguarding Coordinator will arrange for a volunteer to pair with the steward so that 1:1 contact with the child/vulnerable 

adult is minimised (physical contact with the child/vulnerable person should be avoided where possible) 
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Example Steward Policy Document

Common Ground - Steward Badges for the day



OUTREACH

1 - 3 months before
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OUTREACH

1 - 3 months before Poster Outside Bethnal Green Nature Reserve
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Diversity of tactics is key - not everyone uses social 
media for example. Physical posters/flyers are really 
effective, meeting people and having a face to face 
conversation is a lot more important for helping people 
feel welcome.

 

Emailing the people you invited 
to participate, a specific short 
email about the event. + a 
reminder email Physical posters around the 

area (10-15 min radius walk). 

Good to follow up with a 
phone call if time/capacity. 
People get a lot of emails.

Flyering around the main streets 
local to the event and at the event 
location. Dropping flyers off in local 
community centres/cafés/nurseries/
libraries/shops

Promote the event and 
individual workshops/activities 
through social media. Ask 
participants to co-host/share

Door knocking around the local 
area, with flyers, telling them 
what’s happening/personally 
inviting them

Promoting the event The more volunteers you 
have for this the better - Its 
more fun to door knock in 

pairs. Its a really great way 
to meet people and have a 

conversation about something 
positive. Loads of peoples 
faces lit up when we told 

them what was happening.
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Physical posters around the 
area (10-15 min radius walk). 

Flyering around the main streets 
local to the event and at the event 
location. Dropping flyers off in local 
community centres/cafés/nurseries/
libraries/shops

Door knocking around the local 
area, with flyers, telling them 
what’s happening/personally 
inviting them

Poster in the window of Canvas one of the caterers



ON THE DAY

1-3 weeks before
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ON THE DAY

1-3 weeks before

The run up to the event day will be quite busy, organising last minute 
logistics etc. It is important that lots of people are available to help as you 
can split the journeys up so that its not a burden on one person. 

You could also check in with all the participants to check everyone has 
what they need compiling it into a spreadsheet, which will make it easier 
to organise on the day. This will help you work out which resources you 
have, how many you need and if you need to find more. 

We got in touch with the local community spaces in our network. Between 
us we had all the tables, gazebos and chairs we needed. 

Logistics

Preparation

Access to a car/van us useful 
if you have heavy equipment 

not many hands  and are 
buying things second hand/

borrowing stuff (aka no 
deliveries)

We also connected with new 
spaces - We wanted to create 

a log circle so we asked 
Tower Hamlets Cemetery 

Park (THCP) to borrow some. 
We set up the logs under 
the trees creating a space 

for the musicians and poets. 
We sent THCP a photo of it 

and they ended up letting us 
keep the logs for people to 

use in Middleton Green!



Don’t Forget:
Mutual Aid <3

Do a timed event plan, planning the set up and close down and how many 
people will be needed. Remember to print a map of where things are going 
so people can get on with the arrangement of things.

Event Plan 

Site Hand-over  

Reach out to networks for:

Last minute Promo/Reminders

Signage

You will need to do a site hand-over and hand-back with the council 
before and after the event. It would be best if someone who doesn’t work 
a day job or has flexible working hours does this as you will likely need to 
meet them in working hours on the Friday before and Monday after the 
event (if it is on a weekend). You will do an inspection of the park pre and 
post event with the events officer and sign a contract. 

• Volunteers
• Resources 

• Skills
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Common Ground prep - three days of journeys 



DE-BRIEF
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DE-BRIEF

Close down

Save the day after the event to take everything back from 
where you borrowed it, thank everyone and pay the invoices. 

If you were successful for funding then remember to send the 
feedback (example on the next page)

Remember to stay in touch! The 
event is just the beginning.

Don’t forget to celebrate 
and take a break!
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1. How successful was the event (1-5): 4 
 
Give reason:  
The event was definitely a success. The open planning days resulted in members of the local area getting 
involved, bringing together community and common spaces that had previously not worked together. With 
more notice and perhaps better timing the event might have had more workshops and attendance (bank 
holiday weekend meant some people were not available and it was at the same time as Notting Hill Carnival - 
perhaps factors). And there is always room to improve! 
 

2. Which of the two priorities? 
Brought communities together through arts or culture and heritage activities 

 
10. Did running this project open up any new partnerships, networks or other opportunities for you?  
'Yes'  
 
The project led to the first collaboration between Common House, Phytology, Bethnal Green Nature Reserve, 
Teesdale and Hollybush Tenants and Residents Association, the Live Art Development Agency and 
Keddleston Community Centre. This has created links that will be built on in the future. It also created links 
between the Common House and individuals in the local area through the two open planning meetings. Finally, 
it allowed members of the Common House and groups that use community centres in the local area to share 
their work with a local audience that might not always know about organising activities happening locally. 
 
13. To what extent do you agree or disagree with this statement: 
“Following this project, I now feel more connected to my community” 
 
This event has helped the Common House nurture new ‘communities’ to connect with. ‘Our community’ is not 
only the member groups and visitors that attend events in the Common House (that sometimes come from 
different parts of London). ‘Our community’ now also includes other community spaces in Bethnal Green that 
are interested in enhancing cultural, social and ecological wellbeing. Thanks to this event, ‘our community’ is 
also local residents and neighbours of the Common House in and around the area of Middleton Green who 
either got involved in the event or attended on the day.  
 
Workshops: fpa, dance, lru, poetry, bats, birds 
Participants : (shirt every 10min for 6hrs): 36, dance: 8, fpa: 8, poetry :10, bats: 7, birds : 11 

Total: 80 
Audience : 150 
Volunteers : 24 
Artists : 24 (16+2+1+2+3) 
Partners : 3 + 1 
New followers (since 1st July) : twitter: 17+48= 65 ; facebook: 2026-1899=27 ; total: 92 
 
25. Please write a short description of what happened during your project. (Please be honest). We will 
use your feedback to create case studies and complete our evaluation. If there are any comments you 
would rather weren’t included in public documents, please make it clear. 
Please keep feedback to a maximum of 500 words. 
  
When writing your feedback please think about: 
• What happened? 

Example Funding Report Back

Funding
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Example Funding Report Back

The Common House
Becky
Elona
Eleanor
Cliff
Grietje

Phytology 
Hari

Teesdale & Hollybush TRA
Margaret Cox

Positive Money Tower Hamlets 
Andy Philpott

Participants
London Renters Union - Mara, Doireann, Marie
Catwalk 4 Power & Act Up London - Mare 
Earthlings - Katherine, Hari 
Radical Tea Towels/Praxis - Elsie
St Joseph’s Hospice - Zivile 
Swadhinata Trust - Julie 
Feminist Fightback - Pandora, Albane, Anja
Docs Not Cops - Luke
Painting the Day - Jon 
Poetry - Sam Berkson, Sam Siva, Poet Curious 
NELMA - Juliana, Nadia 
Art and Aroma - Joanna
Contact Improvisation - Luc & Mira
Fuel Poverty Action - Alexa & Frances
Bobby’s Bubbles - Bobby 
Henna - Mateah
Supernova Faces - Lucy
Sambattalion - Samba Fusion Band
Acoustic Jazz - Barnaby Wynter & Dan

First Aider & Safeguarding Officer 
Joanna Turner

On the day Volunteers
Nadia 
Saio 
Aska 
Jake 
Rebecca 
Elisa 
Jen
Yaz 
Melanie 
Max 
Arthur 
Jenny 
Mel 
Tom  
Ceylan 

Photography

Rallou, Liv, Edwin

Food 
Garden Cafe/Leaders in Community - Syed 

The Canvas Cafe - Anne

Tower Hamlets Council 
Jo Severs - Festivals & Events Team

Simon Adigun - Highways Team

Misc
Lois - Simple gifts/LADA - Lending tables 
Alex - St Johns Church Community Art
Sanira - Paper Fight
The Postman, Teesdale & Hollybush - Flyering
Jake (The RCA) - Free printing 
Ken - Tower Hamlets Cemetery Park - Logs 
Liv - Friends Of THCP -  contacts

Acknowledgements

Communications
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