
Legion Notes - Event Management 

One of the regular tasks is to plan, organise, or possibly just attend, a County or 
Branch events. This could range from just a table and chairs at a small village fete to 
a large presence at a County or major show. 

You may be required to personally plan and organise a complete event, or just be 

asked to advise a group of individuals on how they can plan and prepare for a variety 

of functions. 

The list below is not exhaustive and, depending on the event, may not be relevant to 
all activities, but by working through the lists you should cover most of what will be 
required. 

Planning - before the Event: 

 Do you need to form a sub-committee? 

 Aim of the event - what are your objectives, what is your message 

 Venue - capacity, layout, parking, disabled access.  

 Budget - funds required and bids for support.  

 Timescale. 

 Personnel required - must be knowledgeable about Legion.  

 Equipment required - publicity vehicle, marquee, tent, tables, chairs etc.  

 Technical equipment required - TV, video, generator etc. 

 Promotional material required.  

 Publicity and advertising. 

 Catering requirements. 

 Is overnight security required? 

 VIP visits - booking and briefing. 

 Bad weather contingency plan.  

 Health and safety - risk assessments. 

 Obtain copies of Legion Public Liability and Employers" Liability Insurance. 

 Choose a spokesperson for interviews, press liaison, etc. if required.  

Immediately Prior to 

Event: 

 Confirm all assets are available.  

 Brief personnel 

 Time needed to prepare location.  

 Ensure all brochures etc. are up to date. 

 Arrange rotas if required. Decide on best use of available space for equipment, 

displays etc. 



Conduct on the Day: 

 Smartly dressed or "Legion" dressed.  

 Talk to visitors, not to friends.  

 Don't block entrances.  

 Approach the public, be pro-active.  

 Keep area clean and tidy. 

 Visit other stands and stalls, especially those with a Service connection. Take 

advantage of any press opportunities that may arise, be pro-active 
 

Suggested Events List 

These types of events could be arranged as part of your activities. The list is by no 
means exhaustive, so please feel free to use your imagination in arranging events. 

Please note that any activity must be designed to inform members of the public 
about the work of the Legion and to encourage people to volunteer and engage that 
way with the organisation, perhaps become Poppy People, or to train as 
Caseworkers as well as becoming members. 

Any central funds supplied for events must be used for their specified purpose. 
Recipients of funding have a responsibility to conform to Charity Law and in 

accordance with best practice. Branches may be expected to use branch funds 

where available to pay for some or all of proposed events. 

To qualify for funding, any event must provide the opportunity to explain the Legion 
to the local community. For example, an open event held by a Branch for 
non-members should include a short presentation on the work of the Legion. 
Power-point presentations which can be adapted for local use with speaking notes 
are available to help carry out these activities. Getting an audience from outside the 
Legion is the key to achieving the objective of explaining what we do. 

Suggested Events that could be organised by RBL locally: 

 Bingo Night.  

 Breakfast Meeting.  

 Car Boot Sale.  

 Carnival. 

 Charity Fair / Fete.  

 Club / Branch Open Day. 

 Coffee Morning. 

 Games Night. 

 Friends Event (every member brings a non member to an event).  

 Quiz Night. 

 



 Seasonal events (e.g. Christmas, Easter, Valentines, Mother's / Father's Day, Guy 

Fawkes, Halloween, Saint Patrick / Andrew / David / George's day). 

 Sporting event (golf, football, tennis, skittles, swimming tournament) 

 Themed Evenings (e.g. Sixties night or other era, Hawaiian night or similar). 

Suggested Local events that RBL could appear at: 

 Agricultural / Farmers Show 

 Antiques Fair 

 Caravan / Tent Show 

 Classic Car / Bike Show 

 Community Fairs. Concerts. County Rally Craft Fair 

 Dog Show 

 Flower Show.  

 Boat Show 

 Forces events: Families Days, Air Displays, TA Events, Navy Days, Armed Forces 

Day and Military shows. 

 Forces Homecoming Parades 

 Horse Racing. 

 Horse Shows/Gala.  

 Hot Air Balloon Events.  

 Military Memorabilia Show.  

 Stately Home Open Day.  

 Steam Engine Rallies. 

  



Legion Events Notes: Staffing a Stand at an Event 

The Dos: 

 Ensure sufficient space is available at the venue site for your needs and complete a 

Risk Assessment form. 

 Ensure you are aware of any likely costs. 

 Ensure that local Legion members" assistance will be forthcoming.  

 Ensure members assisting are not afraid to approach the general public. 

 Ensure that members assisting are fully conversant with Legion activities and 

schemes.  

 Ensure that members assisting are aware of any literature that is available. 

 Ensure that members assisting are smartly dressed. 

 Ensure that members assisting talk to the public and not to each other in small 

huddles. 

 Try to be positive when being asked for advice. 

 Ensure you have a supply of Legion membership application forms - and pens to 

complete them. 

 Take a contact number of any prospective member, or volunteer helper for future 

use. 
 
 

The Don'ts: 

 Drink alcohol, eat or smoke whilst manning the Legion stand  

 Block the entrances and exits. 

 Just sit down expecting people to come to you - be proactive and approach them. 

 Just give Legion items away. Try to gain something from the Promotional Items - 

preferably membership or other voluntary positions. 

 Huddle in groups discussing Branch affairs when members of the public are around. 

 Hold too long a conversation with any one visitor - others are passing you by. 

 Get engaged overlong with visiting Legion members - you are preaching to the 

converted whilst potential members/volunteers are passing you by. 

 


