Stand Up Event Planning Guide

Use this guide to help plan and organize Grain Safety Stand Up events. We’ve provided a variety of simple and easy tools in this guide and on the StandUp4GrainSafety.org website under “Resources (Planning Resources) to ensure you have a successful event! The tables in this guide can be adapted to fit your unique needs. 
Identify Your Planning Committee. 
A table is provided to organize your Planning Committee information. 
· Assign a primary coordinator. If there are multiple facilities, considering choosing a coordinator for each facility or couple of facilities if they are in close proximity. 
· Remember to include a mix of people: management; workers; office personnel – as they all bring unique talents and insight.
· Choose primary roles for each committee member. These may be filled out as you start to plan your event and determine what is needed. 
· Encourage employees to get involved and tap into their talents and passions. 
Start Planning.
The checklist provides a run-down of things to consider when planning your Stand Up event. It is a suggested timeline and may need to be adjusted based on the activities being planned. Additionally, the StandUp4GrainSafety website has other excellent resources available to get you started including the “Stand Up 4 Grain Safety” video on the home page. “What is a Safety Stand Up” and “How to Conduct a Safety Stand Up “documents, and the website FAQ’s. 
Stay On Track.
We’ve provided a simplified project management table for each section of the Planning checklist to help you keep track of what needs to get done and when. Whether you use a whiteboard, excel sheet, or “old-fashioned” pen & paper, have a quick and easy reference to keep the committee on track and meet important deadlines. 
· Use easy progress status designations – letters, colors, numbers, etc. For example:
· NS=not started; B=behind; H=on hold/waiting for info; OT=on track; D=DONE
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Stand Up Planning Committee



	Stand Up Planning Committee
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COMMITTEE NOTES:

Stand Up Event Planning Checklist




	Several Weeks Out

	· Determine topics/hazards to address.

	· Determine type of event(s) and/or activity(ies) to hold.

	· Determine how many people you expect to attend.

	· Set the date and time. Find a time when most employees can attend or schedule multiple times.

	· Select a suitable location for your event.

	· Organize speaker, presentations, or demonstrations
· e.g., engulfment, sweep augers, LOTO & guarding, falls – ladder safety devices, harness, ladder use, etc.

	· Identify resources needed (e.g., audiovisual or other equipment, chairs, handouts/publications, food, etc.).

	· Get event on the calendar.






	NOTES:

	





	Plan Goal 1:
	Put your goal here. For example: “By (date) we will confirm type of event, date, time, place training topics/demonstrations/activities; contact presenters; and determine needs. 

	Task
	Who
	Due
	Status

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Stand Up Event Planning Checklist




	Six to Eight Weeks Out

	· Confirm speakers/presenters.

	· Prepare a preliminary event agenda. Circulate with partners/speakers for buy-in.

	· Create a way to register or RSVP with a hyperlink to add to invites, promotion materials, social media, etc.

	· Customize your event invitation. Include relevant information (e.g., dates, times, locations, logos, etc.)
· Use sample invitation on StandUp4GrainSafety.org.
· Include COVID-19 protocols, if applicable.

	· Create an attendee invitation list. Ensure key personnel, email addresses, and contact information is current.

	· Email invitations to your event. Use Outlook or other calendar request if possible.

	· Promote your event! through social media, newsletters, websites, employee portals, emails, etc. 
· See the promotion packet on the StandUp website.

	· Create a media list and press release. .

	· Arrange equipment rental, catering, etc. for event.





	
NOTES:

	





	Plan Goal 2:
	Put your goal here. For example: “By (date) our presenters will be confirmed, invitations sent, promotion started, and outside vendors contacted. 

	Task
	Who
	Due
	Status

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Stand Up Event Planning Checklist, continued




	
Three to Four Weeks Out

	· Confirm equipment/accommodation needs for speaker(s), presentations, and/or demonstrations including COVID-19 accommodations. 
· Good idea to get final confirmation from presenters.

	· Finalize event agenda (and print).

	· Designate a photographer for the event. 

	· Assign other event roles as needed.

	· Check A/V equipment & cords, for missing, broken, or malfunctioning parts. Have replacement parts on hand.

	· Send materials to printer if necessary.

	· Send press release to media contacts.

	· Promote your event!  Build excitement with tweets, facebook posts, emails, flyers, a countdown, etc. 





	NOTES:

	





	Plan Goal 3:
	Put your goal here. For example: “By (date) we will finalize the event agenda; send materials to printer; issue a press release and begin final promotion push. 

	Task
	Who
	Due
	Status

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





Stand Up Event Planning Checklist, continued




	One Week Out

	· Confirm number of registrations or RSVP’s.

	· Confirm equipment rental deliveries and catering.

	· Confirm with speakers/trainers:  # of attendees, travel, arrival time, set-up times, and contact information.

	· Prepare a post-event survey to gather event feedback.

	· Send event reminder to attendee invite list and media.

	· Gather materials/supplies, complete printing, etc.

	· Check current COVID-19 guidelines for federal, state, and local community. Ensure all employees/visitors will be adequately protected.

	· Ensure necessary supplies for COVID-19 mitigation is available e.g., hand sanitizer, face coverings, etc.

	· Go over event duties and responsibilities with all persons who will be helping.





	NOTES:

	





	Plan Goal 4:
	Put your goal here. For example: “By (date) we will have the post event survey, meet with event workers, confirm # of attendees & supply delivery, and confirm attendance. 

	Task
	Who
	Due
	Status

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





Stand Up Event Planning Checklist, continued




	Day Before Event

	· Send out reminder email to attendee invite list.

	· Organize handouts/surveys, last minute printing, giveaways, etc. 

	· Set up the space and check audio visual equipment.

	· Mark appropriate COVID-19 social distancing requirements if applicable to location.





	NOTES:

	




	Day of the Event

	· Set-up space & social distancing at least two hours before event, if needed.

	· Check audio visual equipment and internet connections two (2) hours before event. Start equipment 15-30 minutes before event begins.

	· Inform attendees & presenters of COVID-19 protocols at the location and expectations for adherence. 

	· Take pictures of your event. Share on social media with #StandUp4GrainSafety, website, newsletter, etc.  

	· Distribute the post-event survey and collect results.
· Have pens available.




	
NOTES:

	




	Plan Goal 5:
	Put your goal here. For example: “By (date) we will send final event reminder, ensure all equipment is working properly and post evet surveys are distributed and collected.

	Task
	Who
	Due
	Status

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





Stand Up Event Planning Checklist, continued




	Event Follow-up

	· Recognize your participation. Complete the form at StandUp4GrainSafety.org to get your certificate.

	· Download & print the StandUp4GrainSafety Certificate. Fill in company name and/or individual participants. 
· Display your certificate to show your commitment.
· Present personalized, printed Certificates to employees.

	· Send Post-event press release to media.

	· Send Thank you/follow up email to attendees, presenters, sponsors, etc. with Certificate as needed.

	· Analyze the event survey results.

	· Discuss what you learned and what your company can improve upon.  

	· Determine further training needs and schedule training for employees throughout the year.





	NOTES:

	





	Plan Goal 6:
	Put your goal here. For example: “By (date) we will present Certificates to employees, send Thank you notes, contact the media, and recommend future training needs..

	Task
	Who
	Due
	Status
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