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Guide to Event Publicity  

This guide details the minimum documentation and publicity material which is required 
for events in CATVOG. It covers the necessary documents that need to be created for all 
events run by the Area Programme Team (APT), Adult Support Teams (AST), Training 
Team and Activity Teams.  

All events have their own requirements and these documents have been produced to be able to 
be used in a variety of combinations to meet the needs of the various events we run. The 
standard documents ensure that we provide and collect all the information we need, they are 
well presented and by using standard forms the information is quickly put together rather than 
starting from scratch each time.  

Explanations of each of the required documents which need to be completed are as follows; 

Event Flyer – This is a simple A4 flyer which contains the details of the 
event. Spaces are available to record details of the event (location, cost, 
date, time, section open to), organisers details, and payment details. The 
main section is free to be edited with any relevant event information. 

Notes:  
 A version of the flyer is available with the cost section removed for 

use on free events, e.g. leaders meetings and so forth.  
 A version of the flyer is available which extends onto 2 or more 

pages where additional information is need to be provided.  
Usage: Compulsory for all events.  

 

Activity Information Form (AIF) – This form has been drafted to provide 
information which can be given to parents and carers and their 
permission obtained for non residential activities and outings. It also 
provides the organiser with the important information regarding the young 
person. 

Some changes may be necessary to the type of information that is 
requested. To allow this flexibility this form allows you to add, delete and 
amend information as is required for each activity or outing.  

Notes:  
 Overnight events use Nights Away Information Form. 
 Where other requirements dictate; e.g. rifle shooting, activity 

provided by external organisation etc. then an alternative health / 
permission form may be used.  

Usage: Compulsory for events with young people.  
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Group Booking Form – A simple A4 booking form for use on events that 
require individuals to book in as a group. Similar information can be 
provided on this form as the Event Flyer. There is an area which can be 
edited with any relevant event information 

Notes:  
 The ‘Booking for’ allows booking to be for an individual, a team, or 

a section to be specified.  
 Separate costs can be set for different sections.  
 When the document is completed electronically the total will 

automatically be calculated.  
Usage: Optional. 

 

Participant Information – It may be necessary to collect the 
names of individuals attending an event and this document allows 
this to be done. Space is provided for name, date of birth, age, 
event category and sex.  

Notes:  
 Event categories can be specified and the date which they 

apply.  
Usage: Optional. 

 

 

Summary 

All publicity for events is required to be in a standard format and four documents have been 
created to be used for events run in CATVOG by the Area Programme Team (APT), Adult 
Support Teams (AST), Training Team and Activity Teams. 

The only publicity and information that is to be used on events must be contained on these 
forms and individuals should not choose to do their own thing when running Area events.  

All documents are available electronically in a protected word template to prevent accidental 
editing of sections.  

To obtain current versions of the documents please go to www.catvog.org  Communicate 
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Is there 
a cost? 

End 

Complete 
Activity Flyer 
without cost.  

No Yes 

Complete 
Activity Flyer 

with cost.  

Is the event for 
young people? 

No Yes 

Need to book as a 
team, section, 

group etc? 

Individuals’ 
details needed? 

Start 

Complete Activity 
Information Form*.  

Complete Booking 
Form.  

Complete Participant 
Information Form.  

Yes 

Yes 

No 

No 

Email forms to 
comms@catvog.org  

* Where other requirements dictate; e.g. rifle shooting, activity provided by external organisation etc. then an 
alternative health / permission form may be used 


