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1. Programme/event overview
	Service

	

	Lead Officer

	

	Project Title

	

	Venue /Location                                                         

	

	Date(s) of programme
	

	Date agreed by Senior Manager
	


     	                    
	This proposal is for:

	Please tick

	A new programme/event

	

	A repeat programme/event           

	

	A repeat programme/event with some changes           

	



2. Objectives/ Proposed Impact
Listed below are our Business Plan objectives and corresponding action points. Your programme must meet at least one of the objectives listed below. Please indicate which action points your programme will address:

	Objective 1
	Actions
	Please tick

	To be recognised as a provider of high quality services and facilities that are well used 
	Increase customer satisfaction levels
	

	
	Increase attendance levels/ticket sales through programme development both in person and online.

	

	
	Achieve new quality standards and/or maintain current accreditation standards

	

	
	Maintain and sustain high level partnerships that support service delivery and improvement.

	

	
	Introduce a system to audit, monitor and improve environmental efficiency across our core facilities

	



	Objective 2
	Actions
	Please tick

	To enhance people’s health and wellbeing through participation

	Increase general participation /attendance levels across service areas
	

	
	Increase opportunities for/numbers of young people (12-25) using our services.
	

	
	Maximise access to our facilities and programmes for people with physical, sensory or learning disabilities.
	

	
	Increase opportunities for/numbers of older people (60+) using our services.
	



	Objective 3
	Actions
	Please tick

	To enhance East Ayrshire’s tourism offer 
	Increase visitor attendance at our key tourist attractions
	

	
	Work with local groups to add value to the tourism offer.
	


	Objective 4
	Actions
	Please tick

	To be recognised as an employer of choice 
	Increase levels of staff satisfaction from 2016/17 baseline.
	

	
	Increase the number of volunteering, placement and apprenticeship opportunities.
	

	
	Advance staff through training and development 
	




Please provide details of your proposed programme/event. Include information about how it will meet the actions you have selected above. You should also provide information regarding how your programme will contribute to income generation, if appropriate.

















3. Delivery Plan
Please provide a schedule indicating key timescales. Activities could include, for example, application for licenses, insurance, additional cash pick-ups etc.  
	Key Activities
	Start date
	Finish date 

	

	
	

	

	
	

	

	
	

	

	
	



4. Project team
Please list the members of the key project team and outline roles and responsibilities. All projects should include key contact for marketing and finance.

	Project manager

	

	Project team

	


	Marketing contact

	

	Finance contact

	

	Business Support from P&F
	




5. Health and Safety
Guidance notes for all H&S procedures can be accessed via the Intranet, or by clicking here [Link to be inserted]
	Type of Risk Assessment required
	Tick when complete

	Internal 

	

	External

	

	Detailed Event Safety Plan

	






Please provide a brief outline of any key risks associated with this programme/event and include links to risk assessments, safety plan etc:












6.  Marketing
For all new programmes/events, a meeting should be held with the Marketing team to discuss all marketing requirements, including promotional activities and evaluation. A Marketing Plan will be completed by the Marketing team following these discussions.

	Key Activities
	Tick when complete

	Marketing meeting taken place

	

	Marketing budget identified

	

	Marketing Plan drawn up

	

	Marketing Plan attached as Appendix or link embedded here

	



If this is a repeat programme/event (or repeat with minor amendments) please complete a Promotional Request Form and submit to reprographics@east-ayrshire.gov.uk. Forms can be downloaded from the intranet or by clicking here. [Link to be inserted]
	Promotional Request Form submitted 

	







7. Financial appraisal
Please provide information on estimated expenditure and income for this programme/event.
External funding opportunities should be considered and explored for all programming developments.
Refer to External Funding Monitoring Schedule for additional information: Link
Additional Supplementary Templates should be completed for Staffing and Fees/Charges: Link 
Consideration should be given to key areas of Other Expenditure – eg Insurance, cash uplifts, licences, recruitment & training costs, hospitality, uniforms, PPE, contingency, etc

	Estimated expenditure

	Item
	Description
	Amount 
	Notes

	Staffing
	
	
	

	Project/Event costs
	
	
	

	Marketing
	
	
	

	Other
	
	
	

	
	
	
	

	Total
	
	



	Estimated income

	Item
	Description
	Amount
	Notes

	External Funding
	
	
	

	Box office
	
	
	

	Fees/Charges
	
	
	

	Sponsorship
	
	
	

	Catering/hospitality
	
	
	

	Other
	
	
	

	Total
	
	



	     Total
	£


 Overall net position							
						







8.  Evaluation plan
Please indicate how you will collect information to evaluate the programme/event against the Action points you selected in Section 2. An example has been provided.
	Objective 
	Action
	Evaluation method

	1
	Increase customer satisfaction levels
	Customers attending the event will be provided with feedback forms for completion and analysis

	
	
	


	

	
	

	

	
	

	

	
	






Checklist
	Key Activities
	Tick When Complete

	1.
	Proposal approved by service manager 

	

	2.
	Included in programme schedule 

	


	3.
	Business Plan Objectives & Actions identified and outlined

	

	4.
	Interdepartmental project team identified and in place

	


	5.
	Risk assessments & H&S docs available

	

	6.
	Meeting with Marketing Team and project Marketing Plan drawn-up

	

	7.
	Financial appraisal

	

	8.
	Customer engagement activities identified

	

	9.
	Appendices enclosed / links embedded to key documents including risks assessments, licences etc
	




Completed by:		________________________________________________________

Date:			________________________________________________________
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