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Event Planning Guide 
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Introduction 
 
 
Welcome to the growing number of organizations that coordinate special events in Saugeen Shores. Events, 
tournaments and festivals offer important social and economic benefits to both the community they serve 
and the cause they endorse. Special events also play an increasingly significant role in tourism develop-
ment, locally and regionally. 

This manual is designed to meet the needs of event planners in Saugeen Shores, following the format found 
in The Event Managing and Marketing Institute Manual by David Wilkinson. Wilkinson’s manual is a               
comprehensive and generic examination of event management.  

Visit the Festivals & Events Ontario website www.festivalsandeventsontario.ca  for the latest best practices 
in the festivals and events industry. 

Event coordination has much in common from event to event. One way to benefit is to share in others' 
knowledge, their experiences from past events as well as their resources. This manual offers a general           
introduction to event planning as well as some specific information about resources available in Saugeen 
Shores. 

Event organizers should be aware that some aspects of this comprehensive "To Do" list for organizing an 
event may not pertain to smaller events. Do not feel obligated to access all of the services and resources 
presented in this manual. A smaller-scale event may not require all of the resources presented here. 

Good Luck! 
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Letting Us Help You  

 

On top of everything that is listed in this guide, let us tell you what we are able to provide for you, as you 

start planning your events. Any of our departments will be happy to help you in an advisory role. 

 

Tourism Department, Saugeen Shores Chamber of Commerce & Community Services Department 

 Pre–event advice 

 Help with funding opportunities/grants 

 Advertising - Free opportunities 

 Events 101 Guide 

 Connections with community groups that may wish to partner or lend a hand with your event 

 Knowledge of what facilities may be available for rentals 

 History of local events ( what works & what doesn’t) 

 Knowledge of special event applications and municipal procedures 

 Future opportunities to connect with area event stakeholders and yearly event planner meetings 

 Free Event 101 workshops for community event planners 
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Doing the Groundwork 
How to get Started 
 
Whatever the size, frequency or cost of events, they all share common elements. They begin with an idea; 
the idea is developed through planning; a budget must be estimated, funds raised and arrangements made 
for the necessary facilities or services. The following provides an overview of the steps that an organization 
should consider in planning a new event. Small events may not need as much detailed planning. 

The Idea 
The idea may originate from a meeting held specifically to develop a special event. More often, however, 
the idea springs spontaneously from a meeting that was held for another purpose, or an invitation to host 
is received. Regardless of how the idea arises, it will need to be developed further before any major           
planning is undertaken, and prior to making any serious commitments. The initial development of the idea 
should include some assessment of the organization’s capabilities to organize the event, the objectives, the 
potential theme(s) and the desired success of the event. A committee can be formed to develop the idea 
further and to assess the potential of the event. 

Evaluating Support 
Successful events are created by well-managed organizations. It may take from a few months to several 
years for the event to develop from the idea stage through to completion. The financial commitment             
during this time may be considerable. Suppliers must be assured that they will be paid. Many other aspects 
of the event will have to be planned and managed in great detail. These and other tasks will require a 
strong organization with businesslike decision making skills. 

The committee should address the following questions: 

 Is there a strong organization that can support the event? 

 If there is support from a strong organization, is the organization fully capable of undertaking all of 
the planning and  development or is outside assistance required and available? 

 
If the supporting organization is already experiencing a shortage of resources (human or financial), the   
development of an event may only magnify these problems. The financial, organizational and planning   
capabilities of the organization should be honestly evaluated. Enthusiasm alone is not enough to ensure 
the success of an event. 

Establishing Objectives 
Once the initial objectives have been developed, and it has been determined that the idea has both merit 
and support, further development and prioritization of the objectives will be required. 

As planning progresses, additional objectives may be added and the expanded list may become too large to 
be realistically achievable. A clear prioritized list of objectives will be essential when evaluating the success 
of the event. 

Establishing a Theme 
The theme can be established more easily after the objectives have been listed and prioritized. Ideally, the 
theme should be unique, providing the event with its own distinctive quality. Wherever possible, the theme 
should also promote or be strongly associated with a natural feature, legend, culture, attraction or other 
element of the area in which it is held. 
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Determining Feasibility 
The committee should assess the feasibility of the event and develop a realistic estimate of the attendance. 
This will involve a critical review of the market appeal of the event locally, regionally and beyond. 

An estimate of attendance can be based on the experience of similar kinds of events in the community and 
elsewhere. Discussions with organizers of other events can help to determine the reasons for success or  
failure and provide an opportunity to benefit from their experience. 

Estimated attendance is the basis for estimating revenues, costs and more detailed budget information.       
Estimates should be conservative and carefully researched. 

The next step is the preparation of a written statement that will summarize and document the steps that 
have been taken and assist in the next stages of organizing the event. 

The following topics should be addressed: 

 
 

 
 

With this kind of analysis, a decision can be made whether to proceed with the event. The next step is to 
establish a date with sufficient lead time to allow for proper organization and adequate promotion of the 
event. 

Objective for the event. What is the reason for the event? What is the event expected to accomplish 
for the organization, participants, visitors and the community? 

Event theme or concept. A basic statement about the nature of the event. Is it unique? How                     
distinctive is it? Are there similar kinds of events? What will be the nature of programming? 

Target market for the event. Who is going to come to the event? Where will attendance be drawn 
from? Does the event complement or conflict with other events? 

Attendance, Length of event, Daily and total attendance, Projected attendance in future years. 

Revenue estimates, Admission, Food/beverage sales, Other revenues, including grants and sponsors. 

Cost estimates, Facility requirements, Entertainment, Food and beverage costs, Licensing                             
requirements and costs, Advertising and promotion, Printing and distribution costs, Other costs. 
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Organizational Structure 
 
The Event Management and Marketing Institute Manual by David Wilkinson provides a comprehensive   
outline of the various organizational structures utilized for the planning and delivery of large festivals and 
events. Although these organizational structures are designed for large operations, the reporting structures 
and job responsibilities are often similar for smaller events. 

Reporting relationships and job descriptions are needed for all aspects of event planning and delivery. You 
need to clearly identify who is in charge of each area. See the attached sample job description. This is            
especially true for voluntary organizations where such roles and responsibilities may not be well defined. In 
order to deliver a quality product, you must be able to define accountability for all aspects of your event. An 
effective organizational structure will form the basis of individual accountability. 

Sample - Volunteer Job Description 

Winter Carnival - Fundraising Committee Chair 

1. Coordinate all activities of the Fundraising Committee. 
2. Establish the following sub-committees: Button Committee, Sponsorship Committee, Concessions              

Committee, Special Events Committee; and recruit committee heads and members. 
3. Develop a critical path and goals for each committee area 
4. Attend all meetings of the Board of Directors and report on the Fundraising Committee’s activities. 
5. Hold regular meetings of the Fundraising Committee; design and distribute an agenda, take and                        

distribute minutes. 
6. Liaise with other committees regarding fundraising activities. 
 
Incorporation 
If your organization is not currently incorporated as a non-profit corporation, you might consider doing so in 
order to obtain benefits such as rebate of Harmonized Sales Tax paid and limited liability for officers and 
directors. 

A non-profit organization (NPO) is a club, society, or association that's organized and operated solely for:  

 social welfare 

 civic improvement 

 pleasure or recreation 

 any other purpose except profit 

To become registered as a non-profit organization you must complete an application for Incorporation as a 
Corporation without Share Capital which is available from the Ministry of Government & Consumer                     
Services. The Ministry of the Attorney General has created a Not for Profit Incorporators Handbook which 
gives detailed descriptions of the application processes, and can be found at http://

www.attorneygeneral.jus.gov.on.ca/english/family/pgt/nfpinc/Not_for_Profit_Incorporators_Handbook_EN.html.  
The general application fee is $155. The application outlines the steps in the incorporation process which 
may take up to nine weeks. For more information, contact: 

Ministry of Government & Consumer Services 
Companies & Personal Property Security Branch 
393 University Avenue, Suite 200 
Toronto, Ontario  M5G 2M2 
1-800-361-3223 or visit their website at www.gov.on.ca/MGS/   
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There are special guidelines for the incorporation of social clubs. The objectives must be in whole or in part 
of a social nature, and it must have existed as an unincorporated club or organization for at least one year 
prior to the date of application for incorporation. 

Registration as a Charity 
Your organization may also wish to consider registration as a charity. The major benefit associated with         
registration is the ability to issue official donation receipts for gifts received. This allows both individual and 
corporate donors to access tax benefits related to their donations. For your organization to registered as a 
charity its purposes must fall within one or more of the following four categories: 

 the relief of poverty 
 the advancement of religion 

 the advancement of education 

 purposes beneficial to the community - such as relief organizations 
 
The approval process can take a year or longer. For more information about registration as a charity, contact 
Revenue Canada-Taxation for the booklet “Registering Your Charity for Income Tax Purposes”, or visit:  
http://www.cra-arc.gc.ca/chrts-gvng/chrts/pplyng/menu-eng.html for more information.   

Revenue Canada Taxation 
81 Mulcaster Street 
Barrie, ON   
L4M 6T7 
Fax: 705-721-0056 
1-800-267-2384  

The Role of the Executive and Volunteer Boards 
 
Whether your event is large or small, an Executive Board or Committee must be established to ensure the 
goals of the organization will be met. 

Some boards deal directly with the management of the event while others serve in more of an advisory              
capacity. For smaller events, the board may do both. 

Typically the executive boards of events such as winter carnivals, festivals or sporting events will in turn need 
to establish working committees. The number and types of committees will depend on the complexity and 
size of the event. As events grow they may add staff to assist with the operations. 

For smaller events, it is not unusual for board members to wear more than one "hat" as they end up doing 
both board and committee work. It is important that volunteers remember which "hat" they are wearing and 
the role that they are playing. Executive boards deal more with developing policy and setting direction for 
volunteer committees and staff. They perform "ends to be achieved" functions. Working committees are 
more involved with "means to end" functions such as operational duties and "how it’s done" tasks. 

Getting the right people for the right jobs is probably the most important factor in successfully developing 
your board. Spending some time in the early stages with a board skills analysis will help you identify the type 
of people you need in place. 

Try to recruit individuals who share your philosophy and goals and have adequate time to contribute. Avoid 
recruiting through high pressure tactics. 
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Bids, Proposals and Hosting Application 
 
A bid or an application to host an event involves convincing the owner or organizer of the event that you are 
the best candidate to act as the host. You must include an outline of the facilities and the services you are 
prepared to offer for the event. The amount of information and form of presentation will vary depending on 
the scope of the event, but every bid proposal will include key elements. 
 
The best bids are Athlete Centred, Volunteer Driven and Community Based. 
 
Successful bids demonstrate how the host community: 

 

 

 
Town Council may provide financial support for large events with significant economic importance for                   
Saugeen Shores. Before approaching Town Council, it is important to be prepared with the following                      
information: 

 The size of the event 
 The date(s) 
 The social and economic impacts 
 A budget 

 
Other key elements should be in place before preparing a bid or a proposal: 

 Check to make sure that the facilities are available and make a tentative booking.  

 Plan for transportation and accommodation of event participants. The distance from major centres to 
Saugeen Shores is a challenge that organizers often face.  

 Get to know the people making the selection. It may be beneficial to have a good reputation within the   
organization in which you wish to place a bid. 

 The Tourism Information Centre (519-832-2332) offers support materials for bid proposals that                   
include Welcome Bags complete with town maps, brochures and venue attraction information. 

Ontario International Amateur Sport Hosting Policy 
Launched in 2006, the Policy helps guide the Province's decisions to participate and determine the value of 
its investment in bids to host sport events in Ontario. The Policy covers international amateur sport                          
associated with the international sport federation and games organizations recognized by the International 
Olympic Committee/International Paralympics Committee.  Policy can be found on the Canadian Sport                 
Tourism web page: www.canadiansporttourism.com. 

* Will provide an exceptional experience for the athletes; 

* Has the ability, expertise, experience and facilities to run an excellent event; 

* Will support the event (government, event participation, corporations, media, volunteers,                         
spectators). 
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Finance/Budget 
 
If your festival or event is going to succeed, everyone involved must be aware of the importance of                         
monitoring revenues and expenses as well as staying within the budget. 
 
Budget 
A budget is only as good as the information that goes into its preparation. Therefore, it is imperative that all 
aspects of the event be properly planned and revenues and expenses accurately defined before the event 
takes place. You must forecast how much money will be available and where it will be spent. 

By planning for key financial goals you should be able identify well in advance any concerns that need to be 
addressed. Ensure that all members of your organization are aware of these key targets, and that                        
responsibility has been clearly assigned for meeting these key targets.  

Records and Accountability 
Event organizers must keep complete financial records. It is important to know who has control of the               
money, and to keep separate the collection and recording of revenues. A bookkeeper or treasurer should be 
appointed or hired to keep track of all the incoming and outgoing cash and/or receivables and payables. It is 
important to have one person who is responsible for the recording of transactions. An organization must 
have at least two signing officers to sign cheques and to ensure accountability. 

It can be helpful to have an accountant/financial expert on your board of directors to ensure that proper             
financial planning and bookkeeping procedures are followed. 
 
Taxes and Permits 

Federal 
There may be tax implications associated with your festival or event. HST registration may be necessary, 
pending a number of factors. See the Canada Revenue Agency web page for guidelines, details and a            
checklist for help in determining whether you qualify or are required to register. If you have paid staff you 
will need employee numbers and you will be required to make payroll deductions. 

For more information contact: 

Canada Customs and Revenue Agency 
Business Inquiries 
81 Mulcaster Street 
Barrie, ON   
L4M 6T7 
Fax: 705-721-0056 Toll Free 1-800-959-5525 
www.cra-arc.gc.ca 
 
Taxes on Goods 
Admission to a place of amusement is now taxed at a rate of 13% (HST). Businesses or events that sell           
taxable goods, provide a taxable service or charge admission to a place of amusement must obtain a vendor 
permit and are responsible for collecting tax and remitting it on a regular basis. There is no fee for this              
permit. Contact the Ministry of Finance to ensure compliance with the current legislation. 
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Fundraising 
 
Fundraising can be vital to the success of an event yet it is often a weak area in the planning of an event. 
There are many ways to raise funds such as dances, bake sales, car washes, etc. 
 
Raffles and Bingos 
If you are considering a raffle, bingo or lottery, your organization must contact the Licensing & Enforcement 
Division of the Town of Saugeen Shores. You must be a non-profit, charitable organization in order to apply. 
Be sure to apply well in advance, as bingos are often scheduled six months in advance. 

For more information contact: 
 
Town of Saugeen Shores 

600 Tomlinson Dr., Box 820 

Port Elgin, ON 

N0H 2L0 

 
Contact this office prior to submission of your request to ensure that you include the necessary information 
to satisfy their requirements. Allow at least three to five weeks for the review of your proposal. 

Sponsorship 
Sponsorship is a form of fundraising. Sponsors can support the event through donations of money, goods 
and services. It is best if you try to find a connection between your event and potential sponsors who can 
benefit from reaching the same audience. See the sample sponsorship letter and sponsor recognition form 
which demonstrate the type of package required to obtain larger corporate sponsors. 

Canadian Foundation Listings 
A foundation is a charitable organization that provides funding for other groups. A listing of all the                            
foundations established across Canada is in the Canadian Directory to Foundations published by the                          
Canadian Centre for Philanthropy. The manual provides guidelines for effective foundation fundraising.  

Service Clubs 
There are several community service clubs that may provide assistance to other groups with their activity or 
special event. Their contribution may consist of fundraising on behalf of your organization, a financial                 
donation towards your cause, volunteer recruitment or assisting with raffle or ticket sales. 

Service clubs each have their own policies and should be contacted directly to see if your event is eligible for 
assistance. 

A listing of service clubs is in the Community Guide published by the Saugeen Shores Chamber of                   
Commerce.  Copies of the guide can be picked up at the Saugeen Shores Chamber of Commerce Office and 
Tourism Information Centre at 559 Goderich St, Port Elgin, ON N0H 2C4. 
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Sample - Sponsorship Letter  

[Date] 

[Business name] 
[Contact] 
[Address] 

Dear [Contact]: 

Let me introduce you to the <event name>. The event focuses on two main areas: live performance and          
on-site interactive activities. The venue incorporates over 14 acres of outdoor space and the 1500-seat                 
theatre in the <Saugeen Shores >Auditorium. We also use a 400-seat performance tent for smaller                  
performances on the Festival site, and an outdoor stage where local groups perform. The Festival is managed 
by a Board of ten non-profit partners, truly making it a community event. More than 10,000 children,             
teachers and parents visit the site each year, with the assistance of over 600 on-site volunteers. 

The <event name> continues the tradition of excellence that has garnered increasing support over the past 
six years. As a corporation, your support will ensure a future for the Festival and the education of our              
children. It is through partnerships with businesses such as yours that we are able to present a high-quality, 
affordable event year after year. We strive to present an imaginative world of arts, heritage and                                
entertainment for children and their families in  Saugeen Shores and Southern Ontario. Become a part of 
that excitement. 

Attached you will find more detailed information on how you can become involved in the <event name>. It is 
our belief that your partnership with the Festival will be a positive and rewarding experience. Our                     
Sponsorship Chair will be in touch with you by [date], to speak with you about this unique opportunity. 
Thank you for your consideration of this proposal. 

Yours truly, 

 (Sponsorship Chair) 
<event name> 
(phone) 
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Sample - Sponsor Recognition 

<Event Name> 
Festival Sponsorship Benefit Program 

Performance Sponsorship Levels 

$750...Variety Tent Performances 

 Sponsor’s business logo in Festival Brochure 

 Sponsor’s business logo in performance advertising 
 Sponsor’s business name in Festival supplement - 40,000 distribution 

 Sponsor’s business name in Festival guide - distributed on-site 
 Acknowledgement at pre-Festival events - media conference information display 

 Custom signage at main gate entrance and outside tent at performance times 

 10 tickets to your sponsored performance 

 "Thank-you" award 
 
$1,000 - $2,500...Main Stage Performance 
 As above 

 Sponsor’s business logo in Festival supplement - 40,000 distribution 

 Sponsor’s business logo in Festival guide - distributed on-site 
 Opportunity to hang banner on-site 

 Additional 10 to 20 tickets to your sponsored performance 
 

Activity Sponsorship 
 
$1,500 - 2,500...On-site groupings of six interactive activities 
 Sponsor’s business logo in Festival Brochure 

 Sponsor’s business logo in Festival advertising 
 Sponsor’s business logo in Festival supplement - 40,000 distribution 

 Sponsor’s business logo in Festival guide - distributed on-site 
 Acknowledgement at pre-Festival events - media conference, information display 

 At event mention by stage emcee 
 Custom signage at main gate entrance and at activity area 

 Opportunity to hang banner on-site 
 10 tickets to the event 

 "Thank-you" award 
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Legal 
 
Liability and Contracts 
Various areas must be examined when planning an event, including liability and contracts. This is one area in 
which you may require professional help. 

It is helpful to seek the advice of a lawyer or law firm that is familiar with the type of event you are planning. 
You may be able to acquire this expertise at little or no cost by inviting a lawyer to join your board of                    
directors as a volunteer. 

The yellow pages of the telephone book provides a comprehensive listing of legal firms and individuals under 
"Lawyers." In addition, you should also consult with other organizations that have hosted similar events for 
advice in seeking appropriate legal expertise. 

LIABILITY 

Waiver Forms 
An organizer can be held liable for failing to use reasonable care in the coordination or the supervision of an 
event. However, the law does make reference to a voluntary assumption of risk. By partaking in an event, a 
participant or spectator assumes a degree of risk or danger which is associated with that activity. 

Potential liability can be significantly reduced by taking all practical precautions in the design and operation 
of programs and by having participants sign a waiver. 

A waiver is a contractual agreement between the participant and the operation which disclaims responsibility 
and indicates that all of the risks are assumed by the participant. 

The Department of Justice offers an opinion on waivers: 

"Waivers will be strictly interpreted by the courts against the party seeking to benefit from them." 

Well-designed waivers must "clearly include the participant or spectator within their terms and identify what 
specific rights are being waived and what individual is immune from liability". 

There are some concerns with the use of waiver forms. These include the feeling that it is ethically wrong to 
use a waiver to attempt to absolve a person or an organization from liability, especially if the person or the 
organization was in fact negligent. 

Informed Consent 
An alternative to the waiver form is a well-designed consent form. 

Participants are informed of the risks involved, of any possible serious consequences and of the comparative 
benefits and hazards in an activity, in order that they may make an intelligent choice regarding their                           
participation. Every organizer needs to include a release portion to the form. It is unclear whether a consent 
form would provide full liability protection for an organizing group. 
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Contracts 
Other legal considerations include contracts for the rental of facilities, sponsorship and individual contracts 
with players, participants, teams, entertainers and sport associations. 

A verbal agreement can be binding; but it is important to have written agreements or contracts to avoid    
misunderstandings. 

Unincorporated associations and informal clubs lack the authority to sign contracts, therefore any liability 
will fall on the actual person(s) signing. 

Society of Composers, Authors and Music Publishers 
The Society of Composers, Authors and Music Publishers (SOCAN) is a licensing body that acts on behalf of 
its members to ensure that its members receive royalties when others use their music. Fees are collected by 
SOCAN for the musicians/writers who are registered as members. 

Organizations are not required to pay fees to SOCAN for any musical events that are funded by the Music 
Performance Trust Fund (MPTF). 

For further information please contact: 

The Society of Composers, Authors and Music Publishers (SOCAN) 
41 Valleybrook Drive 
Toronto, Ontario 
M3B 2S6 
(416) 445-8700 
1-800-55-SOCAN 
licence@socan.ca  
www.socan.ca  
 

Copyright 
Copyright applies to all original literary, dramatic, musical and artistic works, including books, writings,            
music, sculptures, paintings, photographs, as well as motion pictures, computer programs, records, audio 
tapes, cassettes and compact discs. 

Be sure to obtain permission from the author or creator before copying, publishing, reproducing or                     
performing any of the above. There may be a fee for use. 

Consent 
Event organizers should be aware that names and photographs of performers, participants, volunteers and 
spectators cannot be used for any purpose without authorization. Consent should be obtained from each 
individual before using photographs, video footage or names in any media or promotional material. 
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Trademark 
If special event organizers have any symbols, designs or words that distinguish goods or 
services particular to their organizations, they may want to consider a trademark                
registration to protect that identification. 

 

A trademark identifies the goods or services marketed under its protection. 

 

Registration forms and information can be obtained from: 

Canadian Intellectual Property Office 
Place du Portage I 
50 Victoria Street 
Gatineau, QC 
K1A 0C9 
1-866-997-1936 
or visit their website at: www.cipo.gc.ca 

There is a filing fee of $250 (if application and fee are submitted online; $300 otherwise) and an additional 
fee of $200 for the registration of the trademark. The process can take up to 21 months from the date of       
application to the receipt of a trademark. 



17 

Insurance 
 
Your organization must provide adequate insurance for the event to cover liability and property damage. 

Liability insurance will protect your organization if someone is injured. For a one time high risk event                  
premiums may be very high. Some organizations may already have liability insurance and may not need            
additional insurance for the event. If your organization has insurance, be sure to consult with your insurance 
representative to find out if you are covered for a specific event. If you do not have liability insurance it is  
imperative that you obtain it for your event. 

In addition to comprehensive insurance coverage for the event, you may want individuals, groups or                  
businesses that are providing high risk services as part of the event to have their own insurance. 

If you are planning an outdoor event you may wish to obtain special event insurance which can ensure 
against losses due to bad weather. 

Proper planning will ensure that liability concerns are minimized. Your insurance representative will be able 
to guide you through areas that require attention and ensure that your coverage matches your requirements. 
By following some simple guidelines, the cost of the required insurance may be reduced. 

Check the yellow pages under "Insurance Agents/Brokers" for contacts. Consult other organizations to             
identify insurance agents with experience in insuring special events. National or provincial sports associations 
may also provide event insurance at lower cost. 

Events that are held on Town property must maintain public liability insurance of no less that two million  
dollars, naming the Town of Saugeen Shores as an additional insured. 

Directors' and Officers' Liability 
All directors and officers of corporations, whether for-profit or non-profit, should consider the protection of a 
"Directors’ and Officers’ Liability" policy. Besides protecting the individuals, the policy will also reimburse the 
Corporation for amounts it is required to pay because of claims against individual directors and officers. 

Directors and Officers of corporations can be sued in their own name in many situations. Typically,                          
ex-employees can try to recover unpaid wages directly from the directors and officers, in the event of the 
corporation’s insolvency. The law is very harsh on directors and officers, who can be automatically                    
responsible for unpaid wages, even in the absence of negligence. 

There is a similar automatic liability for unpaid taxes. Claims can also come from creditors, banks,                       
shareholders, customers and governmental authorities. When things go wrong, it is very easy to allege some 
form of negligence by a director or officer. Even if the court rules in the defendant’s favour, the defense costs 
can be high. 

Many corporations have a by-law allowing them to indemnify directors and officers out of corporate funds. 
However, if the corporation is bankrupt, this is of little use to directors and officers facing large claims. For 
more information contact a local insurance broker. 
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Alcohol 
 
Sale of Alcohol in Municipal Facilities and Parks - Municipal Alcohol Policy 

The Town of Saugeen Shores Municipal Alcohol Policy, can be found on the Saugeen Shores municipal web 
site:  www.saugeenshores.ca/en/our-services.  

For more information please contact: 

The Town of Saugeen Shores 
600 Tomlinson Dr., P.O. Box 820 
Port Elgin, ON N0H 2C0 
519-832-2008 
 
Liquor Control Board of Ontario (LCBO) 

A special occasion permit is required when an organization plans to: 

 sell alcohol at an event, or 

 serve alcohol in an outdoor area, or 

 serve alcohol in any other area which is either open to the public at the time of 
the event or ordinarily open to the public. 

A Special Occasion Permit is not required if liquor is served in a private place, for example, in a private home, 
indoors and in areas that are not open to the public. 

Application forms for a Special Occasions Permit can be obtained at Liquor Control Board of Ontario outlets. 
 
A liquor permit can range from $25 to $75 depending on the purpose of the event. The fee and the                           
application form must be submitted to the Liquor Control Board ten days prior to an indoor reception event 
and thirty days prior to all other events. You should submit your application well in advance so that the area 
can be inspected by the proper authorities if necessary. 
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Accessibility 
 
Getting There: If you're providing transportation for your event, can people with mobility challenges use it? 
 
Signage: Are universal accessibility symbols clearly visible from various entry points and at perimeters of 
your service areas? 
 
Parking: Are adequate disabled parking spots available and well marked, near a curb cut and within                      
reasonable distance to the entrance? 
 
Pathways:  Are pathways to sections of your site maneuverable in a wheelchair? Is signage appropriate for 
persons with low vision? 
 
Seating:  Is accessible seating available? Are these seats located in a variety of places to allow closeness to 
friends and relatives? 
 
Information Giving: Communication is everything. Consider alternate audio and visual modes of                        
communication (i.e. sign language interpretation) 
 
Bathrooms:  Are washrooms accessible with wide stalls, grab bars and lower mounted equipment such as 
urinals, sinks and mirrors? If you are renting port-a-potties, include some that are wheelchair accessible. 
 
Support Workers: If a support worker attends an event to support a person with a disability, will you be 
charging the support person admission?  
 
Promote Your Accessibility:   If your event is accessible, say so!  Include accessibility on your promotional 
materials.  Are alternative types of promotional materials available (such as large print brochures)?  

 

To learn more about accessibility for people 
with disabilities visit:  

ontario.ca/accessibility 

 Contact details 

phone:  1-866-515-2025 

email: accessibility@ontario.ca  
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The Heart of your Event 
 
Programming 
 
Designing the program is one of the best parts of event planning. List the specific event activities. Do the             
activities fall within your broad mission statement? Do they meet your goals and objectives? Consider the 
following when designing your program: 

 Target Market and Event Size: Who are your event participants? Will your proposed program entice the 
market you want to reach? Is your event unique and exciting? How many participants do you want 
to attract? 

 Entrance Fee: What is the entrance cost? Can your targeted participant pay the admission fee? Will they 
pay the fee? 

 People With Disabilities: Can people with disabilities participate? Ramping may be required depending 
on the location of your event, and designated disabled parking should be available. There are many              
considerations, but there are also many resources available to assist you in planning an accessible event 
for all populations in your community. 

 Budget: Will your planned activities fit the event’s budget? 

 Volunteers: How many staff and volunteers are needed to manage your event? 

 Time Line: It is strongly recommended that you use a time line. Set planning goals at specific times                
leading up to an event to ensure that things get done. Use a calendar or chart with deadlines for the  
completion of specific tasks to assist in both organization and preparedness. Use check lists for                   
equipment and site requirements, and action lists to identify who does what. 

 Protocol/Special Guests/Inviting the Mayor: Depending on availability, the Mayor and other town                 
officials may attend your event if given proper notice. A formal invitation should be individually addressed 
to the Mayor and to each of the town Councillors (Refer to the front section of the telephone book for a 
list of town officials and the correct spelling of their names). If you are planning an official ceremony 
where you would like a town official to participate by saying a few words, cutting the ribbon, or assisting 
with an  activity, you should include the request in your invitation and ask for a response. Be sure to                
include a contact name and phone number where the town official can reach you. Mail or drop off your  
invitations to: 

 Town of Saugeen Shores 
 c/o Town Clerk’s Department 
 600 Tomlinson Dr., P.O. Box 820 
 Port Elgin, ON 
 N0H 2C0 
 
Assistance from the Mayor’s Office may also facilitate official participation at your event.  The Town Clerk’s 
Office is available to provide advice on protocol, as well as provide information concerning an event                
proclamation or a deputation to the Town. Contact the Clerk’s Office at 519-832-2008. 

Federal and Provincial Representatives 
MPs and MPPs should also be formally invited by sending them an invitation or by calling their respective 
offices. Refer to the blue pages in the telephone book under Members of Parliament and Members of           
Provincial Parliament for names, addresses and phone numbers. 
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Marketing and Promotions 
 
Marketing is important to the overall success of the event. You may have planned and organized a fantastic 
event, but if no one knows what you are doing or when, attendance and ticket sales will fall short of your        
expectations. 

Consider developing a marketing plan that should include: 

 Event participants 

 Purpose of the event 
 Target market(s) 

 Available resources including money, people and equipment to implement the marketing plan 
 Person(s)/committee(s) responsible for marketing 

 Action plan with a timeline 
 
Action Plan 
An action plan will add focus and help to ensure that marketing goals are being accomplished. An action plan 
consists of the following: 

 A list of marketing tasks 

 The people responsible for the completion of the tasks 
 The dates for the completion of the tasks 
 
Be Creative 
Creativity can be a real asset in promoting an event. An organizer with a small budget might need to create 
unique, low-cost promotional activities that will create excitement about an upcoming event. Some examples 
include the distribution of material for a children’s event through schools, or an unique mascot appearing at 
a children’s clothing store promoting your upcoming event. 

Publicity (Media releases, PSAs and Media Conferences) 
There are many opportunities for a non-profit organization to obtain coverage at little or no cost. Invite the 
media out to your event and use your story to obtain coverage. Create a good working relationship with the 
media and keep in mind that their time is at a premium. 

Media Releases 
A media release should: 

 identify a contact person with a phone number 
 indicate the date, location and time 

 provide a brief description of the event 

 be proofed for accuracy of information 

 be under a page in length. 
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NEWS RELEASE ANNOUNCEMENTS  

 
Local newspapers, radio and television stations will provide information about events organized by                      
non-profit organizations at no charge and as a public service. Refer to this sample news release as a guide:  

<Event Name>: News Release 

September 18, 2014 

** FOR IMMEDIATE RELEASE ** 

They’re coming to Saugeen Shores! 

Saugeen Shores - All across Ontario, male and female high school athletes are training hard and aiming to 
qualify for <the Event Name>. The tournament will be held September 28th to Oct 2nd at the <Place event 
to be held>. Approximately <number of expected participants> are expected to compete, making the 
<event name> the largest high school competitive event, in Ontario! 

Plan to watch all the action and cheer on our local athletes! Daily admission is  just <entrance fee> per           
person at the door. 

Call <Committee Chair Person & Phone Number> for more information.  

-30 - 

Contact: <Committee Chair Person>, Convenor  

<Event Name> 

<Phone Number> 
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Radio Stations 
Radio stations will provide announcements four to five times per day for approximately 15 seconds. Outline 
the nature of the event, times, location, fees, and provide a contact name and telephone number. Send              
information to: 

98 the Beach   http://www.98thebeach.ca/calendar_submit.php 

560 CFOS    http://www.560cfos.ca/calendar_submit.php 

Country 93   http://www.country93.ca/calendar.php 

Mix 106.5    http://www.mix1065.ca/calendar_submit.php 

92.3 the Dock   http://923thedock.com/events 

Classic Rock 94.5  http://classicrock945.ca/submit-an-event/ 

101.7 The One   http://1017theone.ca/submit-a-community-event/ 

99.7 My FM   http://www.shorelinetoday.ca/default.asp?pid=47300&f=psa 

 

Other Free Event Listing Opportunities 

Television: 

Eastlink   http://my.eastlink.ca/eastlinktv/home/central/communitybulletin/   
     bulletinboard.aspx 

Bruce Telecom  email: marketing@brucetelecom.com   

 

Tourism: 

Saugeen Shores Chamber of Commerce  http://www.saugeenshoreschamber.ca/events_add_form.php 

Explore the Bruce  http://www.explorethebruce.com/add-an-event.php 

BruceGreySimcoe  http://brucegreysimcoe.com/Festivals-Events/Submit-Your-Event 

Visit Saugeen Shores http://www.visitsaugeenshores.ca/whats-on/?submitevent=true#submitevent 

 

Newspapers/ Publications: 

Shoreline Beacon  http://www.shorelinebeacon.com/events/submission 

Saugeen Times (on-line) email event to: saugeentimes1@hotmail.com 

The Hub (on-line)  email event to: news@saugeenshoreshub.ca  

Curious The Tourist Guide email event to: gervais@bmts.com 

Daytripping    http://www.daytripping.ca/events.htm 

Grey Bruce Kids   http://www.greybrucekids.com/addevent.php 

 

 Online Resource: 

Kijiji    http://www.kijiji.ca/p-post-ad.html?categoryId=289 
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Website 
In today's world, every event should be on the web. Drive traffic to your website by including the URL                
address in all other promotions and advertising.  

Advertising 
If the budget is adequate, you may use paid advertising. Newspapers and radio stations will usually provide 
assistance in designing and producing an advertisement at no extra cost. 

Social Media 
Consider creating a Facebook page and/or Twitter account for your event. Perhaps you can also post a video 
on YouTube. 

Posters 
A properly designed and distributed poster can also be a very effective and inexpensive promotional item. 
There are many local printers who can design and print a simple black-and-white poster, or a colour one with 
up to four colour choices with photos. Shop around and provide plenty of lead time. 

Flyers 
A creatively designed flyer can be an excellent and inexpensive source of promotion for your event. If you 
have the use of a computer, you or someone in your organization can design an attractive flyer, and                   
depending on the number of copies you require, the flyer can be easily photocopied, reducing production 
and printing fees. Posters can often be reduced to become a suitable flyer or handbill.  

Cross Promotion 
There may be opportunities available through events such as Pumpkinfest, Huron Shores Run and other area 
events to promote your event. These popular events attract a large number of people and sometimes will 
share posters, etc. on their social media sites. Please call the individual organizations well in advance to                
request permission. You may also consider joint marketing campaigns with other events if you are at                  
different times but attract the same market or are at the same time but attract different markets. 
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Volunteers 
 
A key resource for any festival or event is the volunteer. Many events and festivals would not exist without 
the people who contribute their time. Volunteers are needed both for planning and for carrying out the              
actual event. Make sure an adequate number of volunteers are in place. 

Recruitment 
To recruit volunteers, first look for people from within your organization. Your volunteers or staff may know 
people who are interested in volunteering. Also contact service clubs and advertise for volunteers through 
newspapers or bulletins. Some corporations will volunteer employees to assist non-profit organizations for a 
period of time. Contact the local high school to announce you are looking for volunteers and to put up a               
poster for your event and volunteer needs as high school students need to complete community service 
hours prior to their graduation. 

Volunteer Placement 
Since volunteers are not paid, provide them with a job that is worthwhile and rewarding. Your organization 
may wish to employ a volunteer coordinator to develop job descriptions for the event and find people to fill 
each position. When recruiting volunteers, understand both the time commitment that is required and the 
type of responsibilities that are involved in the position. 

Orientation and Training 
Give volunteers an overview of the event and the organization. Introduce them to the people that they will 
be working with. Make them aware of policies and procedures. Pair new volunteers with experienced ones or 
with staff who can provide the volunteer with an orientation to their job and to the organization. The amount 
of training required will depend on the complexity of the volunteer’s tasks. Development and training should 
be ongoing. 

Motivation 
Once volunteers have a good understanding of their duties, empower them to perform their tasks. Keep 
them in the loop and encourage them to share in decision making. 

Recognition 
Be aware that a volunteer is providing their time, energy and expertise and should be recognized: 

 

Evaluation 
Encourage volunteers to complete an evaluation assessing their job satisfaction and willingness to volunteer 
again. The Volunteer Coordinator should also make an effort to assess the performance of each volunteer. 
Keep this information on file for future reference. 

Note: A great web site resource for your event team to learn more about managing,         
supporting and protecting its volunteers can be found at www.volunteer.ca 

Ideas to show your appreciation to your volunteers:  

- a party 
- letters of thanks 
- certificates of appreciation 
- special gifts 

 

- award special citations 
- recommend to prospective employer 
- enlistment to train other volunteers 
- post volunteer honour roll in reception area 
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Physical Requirement of Your Event 
 
Equipment 
 

Rental Equipment 
Port Elgin Pumpkinfest rents equipment from its’ Events Resource Centre to community groups hosting 
events all at reasonable rates. Please contact the Events Resource Centre for pricing information                       
at 559 Goderich St. Port Elgin, On N0H 2C4 519-389-3714 / 800-387-3456 / Fax: 519-389-3725 
www.pumpkinfest.org/ info@pumpkinfest.org Warehouse address:  764 Arlington Street, Port Elgin,            
Ontario.  The resource centre is open seasonally ; May to early September. 

Items for Rent   Quantity 

CHILDREN’S GAMES   

Fish Pond Game (4 Poles)  1 

Basketball Net (small) & balls  1 

Plinko (large size) & balls   1 

Metal Milk Cans  (1lg, 1sm) & balls 1 

Ring Toss Game + rings   2 

Tic Tac Toe (large size) & beanbags 1 

Wooden Milk Bottles (6 + 5 rings) 1 

Bowling & accessories   1 

Games   

Sumo Wrestling (2 Suits & Mat) 1 

GATES/ADMISSIONS/STAG & DOES   

Cash Trays (some lids), 3 Boxes  12 

Money Aprons    13 

Shot pourers    3 

Crowd Counters    5 

SIGNAGE   

Blank Banners (10’ with letters) 6 

Sandwich Boards    10 

Various Printed Signs (no parking etc)120 

Items for Rent        Quantity 

SITE SET UP   

Canopy Tent (EZ-Up)    8 

Chairs (White Plastic)    111 

Tables (37-8’, 7 folding 8’, 3-4’)   37/7/3 

Garbage Cans     72 

Snow Fencing      300m 

Stage Risers (4 x 8’ sections)   15 (1 has hole) 

White & Red Stanchions (2/set& 20’chain) 10 

SAFETY  

Barricades      10  sets 

Safety Vests (10 marked Security)  24 

OTHER   

Drink Troughs      1Med/2 Lg. 

Wooden Jail Cell     1 

**Quantities subject to change** 
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Tents, Portable Shelters and Stages 
 
Stage risers  and 10x10 pop up shelters can be rented from the Port Elgin Pumpkinfest Events Resource 
Centre: 559 Goderich St. Port Elgin, On N0H 2C4 519-389-3714 / 800-387-3456 / Fax: 519-389-3725  

Stages - 

A full listing of stage suppliers can be found on the Festival and Events Ontario Suppliers Database: 

www.festivalsandeventsontario.ca/members/supplier-directory 

A local company that supplies staging is: 
 
Vabs Stages 
Phone: (519) 335-6801 

R.R.#1  

Gorrie, Ont. N0G 1X0  

Canada 

or by Email : sparky@wightman.ca 
 
Buildings - 

The size of your event may dictate a need for the construction of a temporary or a permanent building. 
Building permits and other regulations may apply for construction.  
 
Large tents and stages also require building permits and service locates. Be sure to “Call before you Dig” 

Tents - 

Company  Phone # Web page Email 

Tara Tent Rentals 519-372-9999, 

519-376-7891, 

800-463-0303     

www.taratentrentals.com taratentrentals@bellnet.ca  

Mildmay Tent Rental 519-367-5403  www.mildmaytentrental.ca info@mildmaytentrental.com 

Four Seasons Party 

Rentals 

519-372-1334, 

800-363-0782  

fspartyrentals.com orders@fspartyrentals.com 

Contact:        

Town of Saugeen Shores 
Building Department 
600 Tomlinson Dr. ,P.O. Box 820 
Port Elgin, ON   N0H 2L0  
519-832-2008 
 

Ontario One Call                 

For free 24/7 locate service call Ontario One Call. The 

location of the spots you should avoid are marked 

with specific colour codes (paint, stakes or flags),  

depending on the utility involved.                                       

Call 1-800-400-2255 or visit http://

www.on1call.com/  to submit an e-ticket for locates. 

mailto:sparky@wightman.ca
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Electrical Work & Inspections 
 
All special events that will be utilizing electrical connections (i.e. for concession equipment, sound systems, 
lighting, etc.) or will make changes to existing wiring, should have an electrical inspection. There will be a fee. 
 
The inspector may make requests for adjustments to your electrical work. Their guidelines, experiences and 
insights will assist in making your event safer for everyone. 
 
Contact the Electrical Safety Authority at least 1 or 2 months in advance of your event. 

Telephone: 1-877-ESA-SAFE (372-7233) or www.esasafe.com. 

Facilities 

Confirm the availability of the facility you want to use and secure the time of your event in writing. Facility 
staff can offer advice on how to ensure that your event is successful. To determine the availability of Town of 
Saugeen Shores  facilities, contact the Facility Coordinator at: 

Town of Saugeen Shores 
600 Tomlinson Dr., P.O. Box 820 
Port Elgin, ON 
N0H 2L0 
519-832-2008 
 
Arenas - Municipal 
Municipal arenas available for rental are:  the Plex, and the Southampton Coliseum. Ice rental season is  
available Preseason mid-August to Sept 30th and Regular Season from Oct 1 to the beginning of April.  Arena 
rentals are also available for socials and special events when the ice is not in the facilities.  For bookings, call 
the Municipal Facility Coordinator 519-832-2008.  

Booking 
Town ball diamonds, soccer fields, and parks can be booked for special events subject to availability. Contact 
the Municipal Facilities Coordinator 519-832-2008 for more information. 

Swimming Pool - Municipal 

Centennial Pool is available for rental for swim meets, birthday parties, day camps, swim clubs and private 
events.  Facilities include the pool, the pool side, slide, and change rooms. Rental fee covers the cost of                
lifeguards, pool equipment, and pool maintenance. Contact the Municipal Facility Coordinator 519-832-2008 
for bookings. 
 
Hotel pools are located at various locations throughout Saugeen Shores. For more information, contact the 
Saugeen Shores Chamber of Commerce 519-832-2332 for hotel/motel listings that offer pool space for rent.  
If you choose to utilize a private establishment that does not offer lifeguarding services, you may require            
additional resources to supply them or have liability waivers on hand for guests to sign. 
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Box Office/Ticket Operations 

 
With the Ontario harmonized sales tax, there is a tax rate of 13% on tickets. Visit the Canada Revenue Agency 
website  www.cra-arc.gc.ca/gsthst for more information, or contact the Ministry of Finance to ensure that 
the tickets and bookkeeping procedures are up to standards. 

Ministry of Finance 
5 Park Home Avenue, Suite 200 
Toronto (North York), ON   
M2N 6W8  
 
Ministry of Finance representatives in Toronto are available by appointment only. If you need to meet with 
a ministry representative to discuss your tax issue(s), please call 1-866-ONT-TAXS (1-866-668-8297). 

Printing 
Tickets can be printed locally using the printing services listed in the yellow pages under "Printers". Before 
submitting your print order, double check to ensure that all information is correct. Information on a ticket 
usually includes the price, the time, the date and the location of the event. If you require assistance in             
designing the ticket, consult the printer. 
 
Distribution 
You may be able to make your own arrangements for the distribution of tickets at no cost through local retail 
outlets, service clubs or student volunteers from Saugeen Districts Secondary School. 
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Security and Policing 

Security is required for road closures, crowd control, when liquor is served and to prevent theft or 
damage at the site overnight. 

Who will do the job? 
Security can be provided using security licensed staff or volunteers or through companies listed in the 
Yellow Pages under "Security Guard and Patrol Services," as well as through the Saugeen Shores Police 
Department. 

Saugeen Shores Police Department 
For information about hiring off-duty Saugeen Shores Police officers for an event, please contact them 
directly at: Police Office & Mailing Address: 

620 Tomlinson Drive 
Port Elgin, ON   N0H 2C0                                                                                                                                                                    
Emergency: Dial 911 
Non-emergency: 519-832-2500 Administration: 519-832-9200 Fax: 519-389-4257                               
Email: saugeenshorespolice@bmts.com  

Security Needs 
Specific types of security are required for certain events; be sure to check with security companies or 
other authorities to confirm that your security system is sufficient. Adequate security must be in place 
for the issuance of any liquor license, and will also affect insurance requirements. Some areas and           
occasions that require security include road closures, crowd control, when liquor is served and to                
prevent theft or damage at the site overnight. 

Saugeen Shores Fire & Rescue 
The Town of Saugeen Shores Fire  Department  provides a number of services and types of                          
equipment free of charge, subject to availability and the nature of the event. For example, the Fire              
Service will provide a fire inspection of an event site, which identifies fire routes, access to water               
supplies and the 18' clearance laneway. Personnel, tours of a fire station and the attendance of                        
apparatus at  special events are available with a written request .  Address written request to the                   
attention of the Fire Chief and include the date, time and location of the event, as well as a contact name 
and phone number.  Contact the Fire Chief  at :  

Box 1000 
612 Emma Street 
Port Elgin ON N0H 2C0 T. 519-389-6120 (Port Elgin) F. 519-389-4493  
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Health and Food Services 

 
Event organizers planning to sell or give food away to the public must submit an Special Event Food Vendor 
Application Form to the Grey Bruce Health Unit. This application must be received at least 60 days prior to 
the scheduled date of the event. For more information, visit the "Food Safety" section of the health                          
department web page www.publichealthgreybruce.on.ca or call 519-376-9420 or 1-800-263-3456. 

A number of Health and Food Safety Requirements must be approved prior to holding an outdoor event in an 
area where food is not normally served. A Public Health Inspector must review your plans to ensure that food 
products will be properly stored, prepared, cooked and served according to Public Health Regulations and 
Guidelines. 

For complete health and food guidelines to host events contact: 

Grey Bruce Health Unit 
101 17th Street East, 
Owen Sound, ON  N4K 0A5 
Phone: 519-376-9420 or  1-800-263-3456 Fax 519-376-6310  
 
Food Services Premises License 
If food is prepared for sale to the public, a Food Service Premises License is required. There is a licensing fee. 
Please contact the Town Of Saugeen Shores for fees and licensing information. 

Town of Saugeen Shores 
600 Tomlinson Dr., P.O. Box 820 
Port Elgin ON N0H 2C0  
519-832-2008 
  
Toilet Facilities 

Adequate toilet facilities must also be supplied and maintained. Portable washrooms are available through 
contracting services. Consult the yellow pages under "Toilets - Portable". To determine the number of toilets 
you will need, an attendance estimate is required.  
 
Be sure to include accessible toilets for people with physical disabilities. Ensure that toilets are inspected            
daily and cleaned as needed. 

Road Closures 

Special events requiring a street closure require a Special Events License.  The Special Event Application form 
can be found in appendix A of this guide and on the Municipal web site:   

www.saugeenshores.ca/en/our-services/applications-licences-and-permits.asp 

For more information contact                                                                                                                                                   
Community Services Department                                                                                                                                                   
Phone: 519-832-2008                                                                                                                                                                                         
Email: specialevents@saugeenshores.ca 
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Recycling, Waste Reduction and Litter Prevention 

 
Organizers of events are responsible for the supply of garbage bags and delivering the waste to the 
Southampton Landfill Site for disposal. Unless other arrangements have be made with the Town of                        
Saugeen Shores during your event application process.  
 
We encourage all events to develop a recycling strategy.  Contact Bruce Area Solid Waste Recycling for 
more information and pricing to rent recycling bins for your events in Saugeen Shores. 

Contact via e-mail - brucerecycling@hotmail.com 
Bruce Area Solid Waste Recycling 
126 Concession 14, Southampton, ON N0H 2L0 
Phone: (519) 797-5557 

Planning  
Careful planning of locations for refreshment booths and concession areas will pay off. Give                                   
consideration to the route recyclables will take, from purchase to where they will be consumed and                 
ultimately disposed of. Set up garbage containers and recycling bins in locations that will be convenient 
for visitors. The easier you make it, the higher the level of participation you will enjoy. 

Placement of Containers 
Place containers in highly visible areas. This will encourage visitors to use the recycling option. Put               
colourful balloons on the signs. If you have more garbage containers than recycling bins, indicate the  
location of the closest recycling station on each garbage bin. 

Promote Recycling 
Publicity for your event should include information on the importance of recycling and the availability 
of it at the event. Plan to actively promote recycling at your event. Make banners or signs for the                 
entrance gates. At a minimum, there should be garbage and recycling containers at all entrances, exits 
and locations where food will be consumed. Make sure everyone who is working at the event, including 
the volunteers, understand proper recycling procedures so they can share the information with the  
public. 

Set Up 
Arrange to have the bins delivered and set up the day prior to the event if possible. Make sure you have 
adequate signage identifying the location of recycling locations and types of recyclables you are            
collecting. Put signs up where food is being sold indicating which snack containers can be recycled at the 
event. 

During the Event 
Make regular announcements over the public address system reminding the public to recycle beverage 
and food containers. 

After the Event 
Thank donors, vendors, sponsors and volunteers and share the recycling and waste prevention results 
with them. Publicize your appreciation for recycling efforts in post-event media.  
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Buses 
 
Transporting a number of people for an event may require a bus service. Consider the following options 
when planning your event:    
 
Private Charters 
Charter buses and coaches are also available through the private sector. Refer to the yellow pages - 
"Buses, Coaches & Minibuses - Charter and Rentals". 
 
*Note: You must provide an accessible option of buses for event participants that have special needs. 

Local Area Busing Companies 

 

 

Accommodation and Meeting Facilities 

 
The Town of Saugeen Shores has developed a Facilities Guide, which provides a comprehensive list of  
facilities to host events. The Facilities Guide can be found  on the Municipal web site: 
www.saugeenshores.ca/en/community-life/community-facilities-and-spaces.asp.  

The Saugeen Shores Chamber of Commerce has developed a Wedding Planning Guide which covers local 
accommodators and provides useful information on transportation, shopping, dining and                       
entertainment.  To receive a copy of this guide contact the Saugeen Shores Chamber of Commerce at: 
 
Saugeen Shores Chamber of Commerce  
559 Goderich St 
Port Elgin, ON  N0H 2L4 
phone: 519-832-2332  1-800-387-3456                                                                                                                                             
email: portelgininfo@saugeenshores.ca  

First Student Canada 

605 Barnes Ave.  

Port Elgin,  ON 

N0H 2C1 

519-832-2851 

519-832-9492 

Grey-Bruce Airbus 

RR#2, Fire #1704  

Bruce County Road #17 

Port Elgin, ON 

N0H  2C6 

519-389-4433, 

1-800-361-0393 

Fax 519-832-3098 

Saugeen Mobility &                   

Regional Transit 

603 Bruce Road 19 ,Box 40 

Walkerton, ON  N0G 2V0 

Phone: 519-881-2504 

Toll Free: 1-866-981-2504 

Fax: 519-881-2508 
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Managing the Event 
 
Communications 
On-site communication is critical to the successful management of an event. Having an accessible                   
communication system is important in the days leading up to an event as well as during the event itself.  We 
recommend that a line of direct communication to the event coordinator (be it by cell phone or walkie         
talkie) and list of emergency contact numbers be give to  the planning committee for each event. 
 
Portable Communication:  Walkie Talkies, pagers and cell phones are useful for on-site communication. Test 
all equipment prior to the event. The Yellow Pages lists companies that can assist in planning communication 
needs under the headings: "Radiocommunication - Equipment and Systems," "Sound Systems and                    
Equipment," and "Telephone Equipment, Systems & Services." 
 
Sound Systems: On-site broadcast equipment and public address systems may also be available through  me-
dia sponsors, or check the Yellow Pages under - "Sound Systems and Equipment", or “Disc Jockey                       
Services” 
 
Remember: It is essential to prepare proper contracts in writing prior to the event to ensure that equipment 
is available during your event. 
 
On-Site Decision Making 

Event organizers and volunteers need to be aware of "who is in charge"; someone must be responsible in 
case an emergency decision is required. Establish a key emergency contact before the event. 
 
Line of Communication: Communication lines must be established. The person in charge should be available 
at all times by cellular phone, or they should be located at the Event Control Centre. In cases of emergency, 
the person in charge must remain calm, and use volunteers for information, advice and assistance. With  
larger events, individual activities can be closed for short periods of time without causing great                               
inconvenience. 
 
Inclement Weather or Rain Plan: Outdoor events should have a rain plan in place prior to the event.                 
Decisions should be made regarding which activities will be cancelled due to weather or if the entire event 
will be postponed until another day. If there is a rain date, plan that date in advance. The rain plan also             
ndicates who will take charge to direct the participants to specified sheltered areas or inform the participants 
of an alternative indoor location. An event organizer can contact Environment Canada for up-to-date               
weather reports.  
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Accident Prevention and Emergency Procedures 

 
The old adage "the best way to deal with an accident is to prevent it" applies here. Try to anticipate               
significant potential problems which might occur before the event or festival begins; then you will know 
where the dangers may lie and can plan accordingly. 

It is imperative to have people trained in first aid on hand at your event. You may recruit people from the 
community or you may have your own staff and volunteers trained in first aid procedures prior to the 
event. To limit liabilities to your event we recommend having health professionals on hand  in addition to 
having a list of certified first aid volunteers that may be part of your organization.  

St. John Ambulance provides First Aiders for emergency medical services at events. Submit a request for 
service in a written request, outline the time(s) of event, location, number of participants/spectators,      
nature of event, and expected medical concerns. Follow this with a telephone call to discuss your request 
in more detail, and to gain advice on measures that can minimize medical emergencies.  A lead time of a 
minimum of one month is recommended. Although this is a voluntary service, a donation to cover            
associated expenses would be  appreciated. Contact the local organization out of Hanover & Huron County 
to request their service. 

Contact: 
St. John Ambulance 
316 - 5th Street,  
Hanover, ON N4N 0A7 
Email: grey.bruce@on.sja.ca  
Phone: 519-364-7004 
Fax: 519-364-7061 
Hours: Monday - Friday 9:00am - 4:30pm 
 
Emergency Plan 
Development of emergency procedures for all types of emergencies including medical, adverse weather, 
lost children, etc and development of a full emergency plan before the event and training all staff and             
volunteers on them is paramount for events. People should also be made aware of where to go if an            
emergency occurs (evacuation routes are key information to be included in a guide book). First aid kits 
should be placed in specific locations which are identified to the staff, volunteers and public.  If your event 
is high risk, you will be required to have on-site medical services available.  
 
Other Options 
St. John Ambulance is a voluntary service and volunteers may not always be available. Other individuals 
with first aid training include ski patrollers and lifeguards. Medical professionals may also provide                         
assistance for the event. 
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Evaluation 
 
Evaluating Your Event is SO Important! 

Conducting evaluations throughout your event process provides a chance to gather valuable information 
that can help your organization improve future events. A thorough evaluation process includes feedback 
from organizers, staff, volunteers, participants and sponsors. 

 Outline a plan for evaluating activities before the event begins and gather data while people are on 
site. 

 Evaluation forms should be available and accessible   
 Examples of good forms of event evaluations are: surveys conducted at event, social me-

dia polls, electronic event surveys to ticket purchasers, and focus group evaluations with 
event stakeholders. 

 
 Finally, the Planning Committee should schedule an evaluation session shortly after the completion of 

the event, while event details are still fresh in your mind. 
 What was missed, what went well, etc. 

 

 A standardized survey used to evaluate events is available at the Saugeen Shores Chamber of Com-
merce.  Contact the Saugeen Shores Chamber of Commerce to obtain a copy of this form. 

Saugeen Shores Chamber of Commerce 
559 Goderich St 
Port Elgin, ON 
N0H 2C4 
Phone: 519-832-2332, 1-800-387-3456 
Email:  info@pumpkinfest.org 
 

Remember!! Evaluation metrics are very important to collect throughout your 
event, as they provide you the necessary statistics that most grants and                

funding opportunities require for future events. They also provides you with 
the opportunity to gather feedback that may help you improve or grow your 

future events!  
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Appendix B 

 

1st Steps Questionnaire 

By Answering these questions you will be better able to determine where you need                     

guidance for your event, if at all,  and we will be able to assess  whom on our team of                 

advisors will be best able to help you accomplish your event goals. 

 

1) Do you have your event idea firmed up? Yes      No  

2) What is your event? 

3) What was it that drove you to choose to host this event?   Please explain.                                                                                

                    

                 

  

4) How many people have formed your event planning committee? 

5) Have you completed a budget or financial plan for your event? Yes   No  

6) Have you looked into funding opportunities? Yes      No 

7) If your event is to require road closures or occur on Town Property have you completed 

the Special Event Application Form and submitted it to the Town? Yes         No  

8) Where do you feel you need help? 

9) Would you like to meet to discuss your plan? Yes        No  

10) Are you interested  in partnering with another group to execute this event?                            

Yes        No         

Event’s Main Contact Information: 

Name:_______________________________________________________________ 

Phone #:_____________________________________________________________ 

Email:_______________________________________________________________ 

 

Please return this form to the Tourist Information Office located at:                                                       

559 Goderich St., Port Elgin ON. N0H 2C4  
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