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The Sport & Culture Society of the North Okanagan would like to acknowledge that the geographical scope of this 

resource document is within the ancestral, traditional, and unceded territory of the Syilx Nation and the 

Secwepemc Nation. 

The Sport & Culture Society of the North Okanagan (SCSNO) is a registered non-profit organization seeking to 

help grow and support our diverse sport & culture community. Our objective is to bring together partners of all 

sports and culture organizations, including tourism, stakeholders, levels of government, our community and 

volunteers to enhance sport, culture and recreation in the North Okanagan. 

We will strive to provide leadership for the development of infrastructure and hosting of events for the 

betterment of our community.  

Our key role is to give guidance, resources and collaboration to organizations that are hosting or looking to host 

events within our region. The tools and considerations laid out in this document are an example of what our 

organization can offer, aiding events both large and small.  

The reasoning for this document is to give confidence to organizations or societies that have never hosted an 

event before but wish to do so. This document will be the perfect starting point providing a variety of 

considerations. For the more established organizations with a history of hosting events this document may give 

fresh ideas that may not have been considered before. 

This document is not able to spell out the exact definition of an event as the answer is constantly evolving and 

there are multiple definitions. So whether you are hosting a four hour craft-fair in a church hall to a multi-day 

sporting competition in numerous venues with hundreds, if not thousands of entrants we are confident you will 

find elements of this handbook of value.  

If you question whether you are hosting an actual event and want to know whether the considerations that lead 

to responsibilities and liabilities would apply to you, you can ask yourself these questions. Are you requiring a 

defined space for your use only? Will you be restricting access to a public area, even if only temporarily? Will you 

be utilizing more than a reasonable amount of resources such as parking, shore line or greenspace etc? If the 

answer is yes to any of these questions you are likely hosting an event.  

The handbook covers a wide range of topics and not all will be relevant to you, your society, organization or 

event. We would encourage you to remember that these are only considerations and would only be applicable if 

dictated by the size, nature and scope of your event. 

For more information on the SCSNO visit our website www.scsno.ca or email them at ed@scsno.ca 

   

http://www.scsno.ca/
mailto:ed@scsno.ca
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Stage 1 – Plan Event 
Planning and securing is the first step to the successful execution of your event, regardless of size. The event 

lead(s) will need to consider the following sections on how and when to proceed with your event. During the 

planning process you will aim to identify the planning needs and address any potential concerns.  

 

Chapter 1a – Objectives for an Event 

What are your objectives for hosting this event? Is it to showcase sporting or cultural talent? Provide a venue for 

artisans or small businesses to sell and showcase their work? Is it a fundraiser? Is it to bring an awareness to 

culture, heritage or sporting organization? Is it to add to the economy?  

There are many different reasons for hosting and executing an event and it is best to identify these at an early 

stage. It will help streamline any vision or branding you create and help define any grant and funding applications 

you apply for. 

 

Chapter 1b – 

Understanding & 

Completing Event Bid 

Application 

In securing a licenced event you may to submit 

an event bid application. The event ‘owner’ 

may want to make sure that you and your 

community has the knowledge, support and 

resources to successfully host. 

 

Items of consideration 

• Read previous bid packages 

There are many well put together, successful bid applications that can be found online and these are worth 

reviewing. They will give good perspective of what information should be included in your bid package. They will 

also give you an indication of how much work and how much support you will need to execute your event. 

We would also recommend you review some of the City of Vernon’s bid applications from over the years. Much 

of the information in these documents will help you build your own bid package. A link can be found to these in 

the resource section of this chapter. 

In addition, the SCSNO can also help you enhance you application by sourcing ‘North Okanagan’ imagery and 

providing updated stats.  
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Chapter 1c – Participation Estimations 

How many entrants can you realistically expect to participate in your event? Defining this number will dictate the 

tempo and direction of all other aspects of your event. How big is your infrastructure to support this event? How 

many volunteers can you garnish assistance from? Do you have all the necessary equipment? Will there be 

enough officials?  

It is important to see the opportunity that the event can bring but you should also be realistic to ensure that you 

have sufficient resources and support to successfully execute it. 

 

Chapter 1d – Volunteer Estimations 

How big is your event going to get? How many volunteers are you likely to need? Do you have access to at least 

some of the volunteers needed? Do you have a leadership team? The number of participants will dictate the 

approximate number of volunteers required. Failure to secure the right quota of volunteers could have a 

negative impact to the participants and the other volunteers. The SCSNO can offer help with finding volunteers, 

with full details found in Chapter 2. 

 

Chapter 1e – Cost / Benefit Analysis 

A cost benefit/analysis is a great consideration to ensure you are on the right track for hosting. It will require you 

to forecast all the associated costs comparing it to the forecasted returns. It will allow you to establish if you have 

the financial resources to support the upfront event costs while you wait for those expected returns. It will also 

indicate what the potential financial opportunities are by hosting this event. Online calculators for cost benefit 

analysis are available, but the SCSNO can also offer assistance with this. 

While completing your analysis it important to be realistic and identify all the fixed costs. This includes not just 

the costs of venues, equipment and insurance but also for any professional services you may need. If you fail to 

get all the funding you applied for or the level of sponsorship or participation is lower than expected you cannot 

always save costs by relying on the willingness of volunteers or the generosity of donations. If professional staff 

and services are required to host your event, you need to ensure that these are accounted and budgeted for 

from the beginning. 

 

Chapter 1f – Structure of Event Organizing Committee  

Now that you have a handle on the number of anticipated participants, the number of required volunteers, a 

clear understanding of the expectations and commitments laid out in your bid application, you can now give 

consideration to how to structure your event organizing committee, sometimes known as the directorate. These 

individuals will be your lead executers in helping you plan and prepare for an awesome event. It is best to select 

your key team based on experience or qualifications and not necessarily enthusiasm. Being part of an event is a 

very rewarding experience, but it can also be very demanding. It is best to be clear with your volunteers what is 

expected from them from the outset. It is our hope that the event considerations laid out in this document can 

be a helpful tool in that discussion. 
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Chapter 1g – Accessibility & Inclusivity 

Early in the process is a great time to consider how your event can be planned to be accessible and inclusive to 

all. Accommodating and encouraging diversity in all its forms can be a simple process that can have far reaching 

and positive outcomes.  

Low to zero cost planning will encourage broader inclusion and diversity in both your participants and volunteers. 

Diversity will bring new ideas, widen perspectives and create a more welcoming community.  

In the resource section you will find useful links on accessibility but a few simple suggestions would be: 

o Ensuring your venue(s) are accessible. A working elevator, ramps for stairs, accommodating bathrooms 

etc.  

o Using pictorial signage rather than just wording. 

o Catering should offer a varied menu with the likes of dairy free, kosher, vegan or non-alcoholic options.  

o Offer gender neutral washrooms. 

o Consider the need for translation of any literature.  

o When selecting speakers, dignitaries or special guests, consider how diverse groups are represented, 

acknowledged and respected. 

 

Chapter 1h – Acknowledging the Traditional Territories of 

Indigenous Communities 

It is common practice to acknowledge the local Indigenous communities and their territories at the outset of any 

event or meeting. This acknowledgement represents that you and your organization understand the history of 

the land and what the land represents to First Nation culture, ceremonies and traditions. 

In the North Okanagan Regional District there are two bands that represent different First Nations. There is the 

Okanagan Indian Band which is part of the Sylix Nation and the Splatsin Band which is a member of the 

Secwepemc Nation. In the resource section you will find a link to their websites which can help identify their 

geographical area.  

The below is an example of a respectful acknowledgement introduction that you would use at the start of any 

event, meeting or conference.  

“Before we begin our (event, meeting, conference, etc) I want to acknowledge that we are 

gathered in the northern part of the unceded Okanagan First Nation territory and that many 

descendants of the Suqnaquinx still live here.” 

Or 

“Before we begin our (event, meeting, conference, etc) I want to acknowledge that we are 

gathered in the northern part of the unceded Splatsin territory and that many descendants 

of the Secwépemc still live here.” 

Further considerations should be given if you are to request a welcome to the territory from the people who are 

originally from the territory. These considerations will be covered in the Awards & Ceremonies Chapter.  
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Chapter 1i – Event Sustainability 

There are many simple considerations that will make your event more sustainable. To have a real impact, it is 

best to incorporate an ‘environmental consciousness’ from the outset and not just an add-on further down the 

planning road. From the SCSNO website you will find links for suggestions in which your event can reduce 

resources and reduce waste. These will include actions on how your venue can be environmentally friendly, what 

to look for in your catering options, waste free communicational tools and transportation considerations.  

 

Resources Available 

Bid Submissions – A link to a selection of bid submissions submitted by the City of Vernon 

www.scsno.ca/toolkit/#tab-id-5   

 

Event Sustainability Link 

www.scsno.ca/toolkit/#tab-id-9  

 

Accessibility, Inclusion and Diversity links 

https://www2.gov.bc.ca/gov/content/home/accessible-government/toolkit/meetings-and-events/events    

www.inclusionbc.org  

www.equity.ubc.ca/resources/accessible-and-inclusive-event-planning  

 

First Nations and Local Bands 

www.shuswapnation.org  

www.splatsin.ca  

www.syilx.org  

www.okib.ca  

www.first-nations.info/pronunciation-guide-nations-british-columbia.html  

 

http://www.scsno.ca/toolkit/#tab-id-9
https://www2.gov.bc.ca/gov/content/home/accessible-government/toolkit/meetings-and-events/events
http://www.inclusionbc.org/
http://www.equity.ubc.ca/resources/accessible-and-inclusive-event-planning
http://www.shuswapnation.org/
http://www.splatsin.ca/
http://www.syilx.org/
http://www.okib.ca/
http://www.first-nations.info/pronunciation-guide-nations-british-columbia.html
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Stage 2 – Pre Event 
 

The considerations in this section will be background work to identify what is required and establish the level of 

undertaking this event will create. These actions will be the building blocks to a successful event.   

 

Chapter 2a – Forming an Organizing Committee 

The first role for any successful event is to build a team of leadership volunteers to help with the planning, 

execution and post event duties. The size and the complexity of the planned event will impact the number of 

organizing volunteers you will need. This document will hopefully help you establish what is required for event 

hosting allowing you to establish how many leadership volunteers are needed. 

As the lead organizer you will be required to do the bulk of the pre, post and during work for your event, but you 

cannot do it all. It is essential you build an organizing team with competent and experienced individuals who can 

help with the execution. All too often it may seem easier and less hassle to take on the responsibility of multiple 

duties yourself spreading yourself a little thin. The result of this could be that some tasks do not get done or 

many tasks do not get done well and this could have a detrimental impact to the participants, volunteers, 

sponsors and all others associated with your event. In addition, it is important that the volunteers that are 

selected for the leadership team / directorate are prepared to assume the role and they recognise their 

responsibilities. If you think a volunteer is unprepared or not a strong fit for the role it might be best to appoint 

someone who is better qualified rather than and out of loyalty, friendship or enthusiasm. 

There are hundreds of active volunteers in our community that want to step up and help out organizations who 

need support in hosting events. In the volunteer recruitment chapter, it shows how the SCSNO can put you in 

touch with these local volunteers. We would recommend that your leadership team be made up from individuals 

closer to you or your organization. Volunteers that know you, know of your organization and are buying in to the 

process. Having a leadership team that you know and trust will help when the work load starts to increase and 

the pressure mounts.  

 

Chapter 2b – Administration & Finance 

An overall event budget should be created as a master file to work from. This may seem like a basic requirement, 

but it is essential to ensure that your event can be hosted successfully. There are many fees, liabilities and 

commitments associated in the running of an event. Some of these will arrive well before the start date and 

some may also appear long after you have forgotten you even hosted an event. It is important to ensure you 

have the financial means to cover these expenses and ensure the longevity of the event and your organization. 

This budget document should be shared with other leading event volunteers to ensure that all organizers are 

aware of their financial responsibilities. 

Considerations should also be given to your current financial set up. Will you need to set up a bank account for 

your organization? If you already have an account, is it worth considering a separate account exclusively for the 

hosting of your event? Have you set up online access? Have you got valid deposit and withdrawal cards? Does 

your account have a co-signer? If not, should it have one? There are institutions in the North Okanagan that offer 
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free banking to local non-profit organizations. If you don’t already have this infrastructure in place, it could be to 

your benefit to set this up.   

• Communication 

Early considerations need to be given on how you are going to communicate with your team. Ensuring you have a 

communication platform that is adopted by all of the leadership committee will be another useful step in 

ensuring the smooth sailing of your event.   

There are plenty of free communication tools available to you, and a quick search online will help you identify 

which might be the best suited for your group. We also cover communication tools in the technology section of 

this document.  

• Funding Applications 

Funding is one of the most common responses we receive when we ask organizations – “What does your event 

need to succeed?”  

To help, in the resource section of this chapter we have listed a number of potential funding opportunities that 

could be suitable for your organization. Each funder has their own parameters for eligibility and acceptance 

dates, so please be sure to read the requirements before applying.   

• Legal Considerations 

There’s always a chance that a participant might get hurt or injured during your event, and that could spell 

trouble if they try and hold you liable. As such, consulting with a legal expert to lock down the right language in 

any waivers of liability is a must for events open to public participation. 

While you could always download a waiver template or a release clause from the internet, consulting a legal 

expert is the most dependable way to make sure that your documents are specific to this event and will hold up 

to any challenges placed against them. 

• Permits 

Establishing whether your event needs a permit early in 

the planning process may remove potential headaches 

later on. Also be aware that your event may need 

multiple permits depending on location. It is your 

responsibility to establish what permits (if any) are 

required for your event. What we have listed in this 

document is only considerations.  

North Okanagan events will likely be held in the 

jurisdictions of the City of Vernon, Regional District, BC 

Parks and or the District of Coldstream. Use the contact 

details laid out in the resource section to help you start this process.  

Also consider processing times for these permits. BC Parks state on their website that an application may take 

140 days before they approve it. The City of Vernon request that their Special Event Permits are submitted 30 

days before your event is scheduled to take place. 

The purpose of these applications is to provide the necessary information to the overseeing authority to ensure 

that they are aware of your event and that it is being held safely and successfully. Once a permit is submitted and 
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approved it is the responsibility of the applicant to conform to all applicable laws and regulations and adhere to 

all requirements as laid out in the approval. 

If your event is requiring road or car park closures additional permitting and applications will likely be required.  

• Insurance Considerations  

Your organization or society may already have insurance with adequate coverage for your regular activities, 

however do you need to consider applying for additional insurance to host events? Will your current policy cover 

additional participants or additional venues that might being used? What about volunteers, are they covered by 

your policy? In addition, will you have extra equipment that is being borrowed or on loan? If you are holding an 

exhibition, will you require the artists or performers to supply their own insurance, or will this come under your 

policy? It is a good to ensure that these requirements or obligations are laid out from the start.  

Understanding your liability before unfortunate events happen can remove any headaches in the future.  

If you are renting a facility or a location, it is likely that before any agreement is signed that they will require you 

to provide your insurance documents that lists the facility and the facility owner as ‘additionally insured’ under 

your policy. It may even be the case that if you wanted to rent a Regional District facility that is located within the 

City of Vernon, that both parties are listed on your insurance. This is a standard request that your insurance 

broker can easily handle. Depending on your current policy there may even be no additional charge for this 

change.  

Before you make any insurance purchases, you might consider working with your sponsorship volunteer to see if 

you could identify an insurance broker who might like to become a sponsor and cover any additional insurance 

costs. 

• Venue Selection and Availability 

Do you need to secure a venue(s) for your event? If you do not have a private facility you will most likely be 

renting from the City of Vernon, District of Coldstream, RDNO or the School District.   

By contacting the Facility Bookings Clerk at the Vernon Recreation Centre early in the process minimises the risk 

of unavailability for your event dates. In addition to the cities venues, the recreation centre also facilitates the 

booking of many of the other facilities outside of the City of Vernon.   

Other considerations will be the set-up of the venue. Examples might be; Do you need the grass cut? Should the 

sprinklers be turned off or rescheduled for another time? Will you require increased garbage collection? Is there 

adequate parking? Should the car park gates be left unlocked? Does the venue have power and water that you 

can have access to? Will you be needing fields lined or baseball diamonds raked? When making your booking, be 

sure to indicate your event needs.  

In the resource section you will find booking contact information and a link to an inventory document listing the 

North Okanagan’s current sporting and event facilities.  

• STEAM – Sports Tourism Economic Assessment Model 

The SCSNO can give you access to the economic assessment software supplied by the Canadian Sports Tourism 

Alliance. This online economic impact model analyzes pre event data and predicts the expected economic impact 

of hosting an event in the North Okanagan. The model uses standardized visitor expenditure profiles 

supplemented with data from Statistics Canada, combined with your raw budget data. 
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It is important to remember that STEAM is designed as a predictive model, but still a great start to get an 

indication of what level of economic impact your event is having on our region. This data will help support your 

sponsorship, event funding and permit requests.   

• Risk Management 

You will find risk considerations jotted throughout this document in different sections, but it is worth giving 

thought to ‘worst case scenarios’. What will happen if you event is in the spring and the run-off floods your 

venue? What will happen if your event is being held outside in the late summer and we have intense forest fire 

smoke? If you are scheduled to host an event and we have a Public Health Order preventing travel, what will 

happen? These are obviously high risk low chance scenarios but sadly we have had experience of in recent years. 

Being prepared may put you on a better footing in dealing with any potential issues if they arise. 

 

Resources Available 

Funding Sources 

https://www.scsno.ca/toolkit/#tab-id-10  

Permit Applications 

https://www.scsno.ca/toolkit/#tab-id-12  

 

Community Infrastructure & Development – City of Vernon 

Economic Development, Tourism, Transportation, Infrastructure Management & Sustainability – 250-550-3634 

 

Facility Booking Contact Information  

Recreation Clerk, Facility Bookings, Recreation Services. 3310 37th Avenue - 250-550-3678 

 

2020 Sporting Facility Inventory  

https://www.scsno.ca/toolkit/#tab-id-14  

 

STEAM – Sports Tourism Economic Assessment Model 

https://www.scsno.ca/toolkit/#tab-id-15  

 

  

https://www.scsno.ca/toolkit/#tab-id-10
https://www.scsno.ca/toolkit/#tab-id-12
https://www.scsno.ca/toolkit/#tab-id-14
https://www.scsno.ca/toolkit/#tab-id-15
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Administration & Finance – Checklist 

Consideration Comments Date ✓ 
Have you compiled your 
leadership team? 

   

Have you considered 
completing a cost benefit 
analysis? 

   

Have you a realistic 
expectation of 
participation numbers? 

   

Have you a realistic 
expectation of volunteer 
numbers? 

   

Have you created a 
working budget? 

   

Are you eligible for event 
funding? 

   

Have you considered any 
potential legal risks? 

   

Do you need to apply for 
a permit(s)? 

   

Do you have adequate 
insurance coverage for 
your event? 

   

Have you secured the 
venue(s)? 

   

Have you considered 
how your event can be 
accessible and inclusive? 

   
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Chapter 2c – Participation Recruitment 

 

The responsibilities of this directorate is to oversee the marketing to, recruitment of, and the registration of 

event entrants. Depending on the size of the event you could look at pairing participation recruitment 

responsibilities with volunteer management as there are many similarities. 

 

Items of consideration 

• Recruitment  

Establishing the number of participants for your event will have the single biggest impact on all other aspects of 

the event planning. Not having enough participation could put pressure on your event financially. Having too 

many participants with insufficient resources may spoil the event for all those involved.   

Establishing a realistic participation target early in the planning process will allow other directorates to start their 

own planning. Having open lines of communication will make everyone aware of the status of participation 

recruitment and whether your event will need to be scaled up or scaled down.   

• Event Dates 

Date selection is a balancing act when choosing the most suitable for your event. Our community is a summer 

destination and there is encouragement from all parties for the spring, fall and winter events. Our population 

drops, accommodators have more inventory available at competitive rates, volunteers are easier to recruit, 

businesses are more open for sponsorship and marketing opportunities will be less competitive.   

Another key consideration would be to ensure your event does not clash with any other events happening in and 

around the same time. Clashing with a large event or conference could also impact accommodation, facility and 

volunteer inventory. The resource section in this chapter will give you a link to three community event calendars, 

and although these will not be definitive, they will offer a good understanding of what is happening in the 

community at that time. 

If applicable, consider the seasonal impact of the parks and trails. The Regional District will discourage the use of 

areas of the parks and trails if animal breeding is prominent in that area and the lack of parking at some trail 

heads can be a challenge. 

• Registration 

Establishing an uncomplicated and straightforward system for the collection of data will ensure that registration 

will be a smooth process. When participants register, they will be sharing personal data and payment details 

which will need to be held privately and securely to adhere to privacy and security obligations. In addition to the 

private data you may also be collecting consented waivers, dietary requirements or any other special requests. 

Consideration should be given to where this data will be collected and how it will be collated. In the technology 

chapter you will find resources on data collection.   

• Accreditation 

If your event is attracting participants from out of town they may be unfamiliar with the North Okanagan area. 

The sooner you can get venue maps, directions to hotel(s), restaurant suggestions and a list of local attractions 

into their hands the better. A consideration should be given to sending this information prior to accreditation.  
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Depending on the size and complexity of your event, accreditation may be something that can easily be done 

online or may need a physical location.  

Accreditation kits, welcome bags, credentials lanyard are all items to consider to give to your participants. 

Tourism Vernon can help you build your welcome bags by providing local visitor guides, area maps, promotional 

coupons / vouchers from local businesses. The Greater Vernon Recreation Centre can also provide 2 for 1 passes 

to the aquatic centre. 

Participants to your event may not travel alone, and these welcome bags may also provide value to those not 

competing. 

Also consider non English speaking participants. This may require any communications to be bilingual. 

 

 

Resources Available 

Community Event Calendars 

https://www.scsno.ca/toolkit/#tab-id-7  

 

To help build your goody bags, be sure to contact Tourism Vernon and the Recreation Centre. 

Tourism Vernon – 250-550-7851   www.tourismvernon.ca  

Greater Vernon Recreation Centre – 250-545-6035 

  

https://www.scsno.ca/toolkit/#tab-id-7
http://www.tourismvernon.ca/
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Participation Recruitment - Checklist 

Consideration Comments Date ✓ 
Have you given 
consideration to your 
event date? 

   

Can this event be held in 
the shoulder season? 

   

Have you agreed on a 
participation target 
number? 

   

Have you a marketing 
plan to attract 
participants? 

   

Have you established 
how people with register 
– online, mail, phone? 

   

Have you established 
how registrations will be 
recorded? 

   

Is there sensitive data in 
the registration that will 
need attention? 

   

Will you be hosting an 
accreditation? 

   

Have you started to build 
your accreditation kit? 

   

Will you be providing a 
welcome pack? 

   
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Chapter 2d – Sponsorship & Marketing 

 

The goal for this directorate is to recruit local businesses to contribute money, goods and services. A successful 

volunteer will aim to secure partners that will take the pressure off your financial budget. It is essential that this 

role also looks to ensure that these sponsoring businesses/individuals are recognized for their contribution. 

 

Items of consideration 

• Sponsorship 

Our community businesses give thousands of dollars in money, time and product to events and programs each 

year. They will receive more requests for support than they can act upon.  

When creating your sponsorship package, consider the time of year of your request as companies traditionally 

budget for the year. Ensure you are creative in offering value for the company’s donation, be it money or goods 

or services. Be selective in your approach and look for complimentary businesses that might partner well with 

your event. Creativity in your sponsorship ideas will also strengthen your requests. Instead of asking for a set 

amount why not ask to sponsor a venue or to sponsor a game or show. You can also tier your requests so you are 

not expecting all businesses, large or small to be offered the same package of sponsorship.  

Not every business will be in a position to make a financial donation to your event, but they may be willing to 

offer a value in kind donation such as product or volunteer services. These donated products could be used by 

other members of the organizing committee, for fundraising or volunteer appreciation gifts. There will be many 

ways in which the community organizations can sponsor your event, it doesn’t always have to be financial.   

Securing multiyear sponsorship deals or offering exclusivity can seem attractive but there can be some cons. 

Multi-year deals require you to ensure that you deliver on your promises and commitments to that sponsor for 

the length of the deal. Although an exclusivity deal can sometimes secure you a slightly higher value of 

sponsorship it does limit you to who else can do business with. If you secure an exclusive deal with a pizza chain 

they might dictate that they are sole supplier of food at the event. Not everyone likes or can eat pizza.  

It is best to submit any sponsorship requests as early as possible so companies have time to process your request. 

Early approvals will allow you to maximise the exposure to the supporting companies in the build up to the event 

and not just the event date(s).  

• Marketing  

There are numerous online tools that you can source to help you build a marketing plan. It is essential that the 

community is made aware of the event as this will help in securing both sponsors and volunteers. Once you have 

a budget and identified your target market there are many routes through which this promotion can be 

successfully achieved.  

o Social Media 

o Press Releases 

o Email Circulation 

o Flyers / Posters 

o Editorials 

o Word of Mouth 
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Many of our local media outlets may provide reduced rates or even free coverage of your event if you can explain 

how your event is adding value to the community. Additionally, be sure to utilize the resources of Vernon 

Tourism, Chamber of Commerce, the Arts Council of the North Okanagan and the Sport & Culture Society to help 

you get your message out to their members.   

• Signage 

Signage is a great low cost way to spread the word about your event. Many high populated locations such as local 

coffee shops, the Vernon Rec Centre or the library all have community notice boards. Additionally pull up 

banners or larger format vinyl banners can be used to promote your event at businesses or select city approved 

locations.  

To prevent signage being put up in all parts of our community, you may need to obtain approval before any signs 

can be erected. You can find a link to the City of Vernon Sign Bylaw in the resource section of this chapter.  

Reaching out to your sponsors to see if they have a location in their business for any banners or posters is an 

additional step in building relationships. 

• Pop-Up Tents 

If your event is outside you will probably need a pop-up display tent, whether it is for shade or shelter, a results 

area, information booth, etc. There are a number of businesses in our community that have a branded pop-up 

tents that can offer complimentary or reduced rate rentals as a sponsorship item. Many car dealerships, credit 

unions, banks, grocery stores and fast food outlets have their own branded pop-up tent.  

• Photography  

Many events pass up the opportunity of securing a photographer(s) to come and capture the action and 

atmosphere. However, there are positive benefits in creating a photo-bank of your event.  

A photographer can capture an image that will help communicate the feel and message of the event that words 

may not. It can help promote and recognize the support of your sponsors in a tangible way. Additionally, 

photography can be used to give fresh content through your social media channels and submissions to the local 

press. The images can also be used for future events to attract more entrants.  

Ensuring you have the appropriate permissions and release clauses to use these photographs is vital before you 

make any images public. Placing this request in your registration forms is a good way of ensuring you are covered 

to use any images from the event. This will require open communication between the recruitment and marketing 

volunteers to ensure this gets addressed from the outset.  

Professional photographers and amateur volunteers are both a viable option for your event and the North 

Okanagan has plenty of excellent photographers available.   
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Resources Available 

Here is a link to a few case studies that can help you complete a successful sponsorship package.  

https://www.scsno.ca/toolkit/#tab-id-13  

 

City of Vernon Sign Bylaw 

https://www.vernon.ca/sites/default/files/docs/bylaws/4489_signbylaw.pdf 

 

Select Local Signage Companies 

https://www.speedprocanada.com/vernon/home  

https://www.waysideco.ca  

https://www.graphicenterprises.ca  

https://www.printechcorp.ca  

https://elicesprintopia.ca  

 

Select Local Tent Rentals Supplier 

https://www.thetentguysokanagan.ca  

https://www.avalonrents.com  

 

 

 

  

https://www.scsno.ca/toolkit/#tab-id-13
https://www.vernon.ca/sites/default/files/docs/bylaws/4489_signbylaw.pdf
https://www.speedprocanada.com/vernon/home
https://www.waysideco.ca/
https://www.graphicenterprises.ca/
https://www.printechcorp.ca/
https://elicesprintopia.ca/
https://www.thetentguysokanagan.ca/
https://www.avalonrents.com/
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Sponsorship & Marketing - Checklist 

Consideration Comments Date ✓ 
Are you seeking 
sponsorship and have 
you read the case 
studies? 

   

Have you secured a 
marketing volunteer? 

   

Have you compiled a 
marketing strategy? 

   

Have you secured social 
media accounts? 

   

Have you identified 
potential in-kind / 
financial sponsors? 

   

Have you contacted the 
Chamber of Commerce / 
SCSNO / Tourism Vernon 
/ ACNO to notify them of 
your event? 

   

Have you contacted any 
local print shops to see if 
they want to partner 
with you for any 
collateral you may have? 

   
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Chapter 2e – Health & Safety 

 

This directorate is to ensure that considerations have been given to the health and safety of the entrants and 

volunteers. Whether it is implementing any current Provincial Health orders or ensuring that first aid is available 

to those that may need it.     

Items of consideration 

• Emergency Action Plan 

The creation of an Emergency Action Plan (EAP) for events can help ensure that the local community, local 

volunteers, local workforce and the visiting participants are best protected if your event is affected by an 

outbreak of a virus such as COVID-19, the common cold, or food poisoning. The EAP will also place your 

organization on the front foot in how to handle such a situation.  

The detail within your plan will depend on the demographics of your participants and any current Provincial 

Health orders. An EAP for the prevention of COVID-19 for an event that attracts senior participants and 

volunteers will be a very different EAP than a youth competition with shared accommodation handling an 

outbreak of food poisoning.  

An EAP may require flexibility from event organizers in how they run their event with the ability to make swift 

and impactful changes if a situation where to arise.  

As of spring 2021 there is currently an order from the Provincial Health Officer that all organisations must 

develop a COVID-19 safety plan before they return to operations.   

In the resource section you will find a link to a Safety Plan Template (EAP) provided by the City of Vernon. This 

plan must be completed and submitted to the City for review. Without this document you will not be issued with 

a rental agreement for any city owned or run properties. 

• Event scenarios 

Event organizers should consider worst case scenarios for their event and have the necessary resources and 

solutions to adapt  

o The late cancellation of participants if they are sick or feeling unwell (Maybe a flexible refund policy) 

o How would the late withdrawal of volunteers effect your event? Could you find replacements at a late 

stage? Will you prioritize volunteer positions to ensure social distancing, capacity limits, hygienic 

conditions and all round participant safety is maintained?   

o What is the impact of a facility closure on your event? Are there alternatives? 

 

• Contact tracing 

*By order of the PHO all event participants (volunteers, competitors/exhibitors, spectators, organizers, and 

referees) must be documented for contact tracing. The full name and telephone number or email address must 

be recorded and held for 30 days after the event. If an outbreak were to happen during your event, these contact 

tracing documents would be presented to the medical health officer.  
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Consider how this information will be collected, where it will be kept and who will manage this data. If you are 

using multiple facilities or have different participants and volunteers over multiple days please ensure a plan is 

made to record everyone’s data.   

Work closely with the Technology Volunteer for the collection of this data as they should be able to provide many 

suitable solutions for safe record keeping. 

*Information correct as of spring 2021 

• PPE 

By order of the Provincial Health Officer, masks are now mandatory for everyone in a public indoor setting. It 

would be prudent to ensure that you have sufficient masks available for participants and volunteers for those 

who have lost, broken or out used theirs.   

Although many public and commercial locations provide hand sanitizer at the entrances, you should also ensure 

that your event venue(s) is able to offer this. Any pop-up accreditation tables, results centres or information 

desks should all be equipped with sanitizer. 

Local businesses can help with the supplying of hand sanitizer or protective face masks and it could be an 

opportunity to secure another sponsor for your event. 

• First Aid 

The type and nature of the event you are 

hosting will determine the requirement (if 

at all) for the need of onsite first aid. Many 

of the public facilities will have basic first 

aid and an AED machine. You would need 

to give consideration on whether this will 

be sufficient.  

• Weather Considerations 

The Okanagan climate is one of the 

region’s features, but be sure to be 

prepared for the extreme conditions that can come in our hottest and coldest months. Preparations should be 

given to the supply of water, shade and shelter during your event. 

Sadly, heavy smoke in the valley has become a common nuisance during the summer months and spring run-off 

can have a flooding impact. If you are holding your event outside consider how you would mitigate these 

scenarios. 

• Portable Rentals 

Depending on the event location you may will need to supply portable toilets for your participants and 

volunteers. Local companies can arrange for pick up and drop off with little inconvenience to the venue owner or 

your volunteer team.   
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Resources Available 

Safety Plan – A City of Vernon COVID-19 safety plan template 

https://www.scsno.ca/toolkit/#tab-id-1  

 

Provincial Health Orders – Up to date Province wide restrictions 

www.gov.bc.ca/gov/content/safety/emergency-preparedness-response-recovery/covid-19-provincial-

support/restrictions  

www.gov.bc.ca/assets/gov/health/about-bc-s-health-care-system/office-of-the-provincial-health-officer/covid-

19/covid-19-pho-order-gatherings-events.pdf  

www.gov.bc.ca/gov/content/safety/emergency-preparedness-response-recovery/covid-19-provincial-

support/restrictions#masks  

 

PPE Supplies – Select PPE suppliers in the North Okanagan 

www.briteland.com  - PPE and Hand Sanitizer 

www.okanaganspirits.com  - Hand Sanitizer 

Medical First Responders Services provided by the St John’s Ambulance www.sja.ca  

 

Weather Considerations 

https://www2.gov.bc.ca/gov/content/safety/wildfire-status  

https://www.interiorhealth.ca/YourEnvironment/AirQuality/Pages/default.aspx  

https://www.vernon.ca/homes-building/fire-safety/emergency-management/flooding  

 

Access to Lifeguards within our community 

Greater Vernon Recreation Centre – 250-545-6035 

 

Portable Toilet Rentals 

www.interiorportablerentals.com  - 250-558-4996 

www.north-okanagan-pumping-service.ca  - 866-408-1307 

 

  

https://www.scsno.ca/toolkit/#tab-id-1
http://www.gov.bc.ca/gov/content/safety/emergency-preparedness-response-recovery/covid-19-provincial-support/restrictions
http://www.gov.bc.ca/gov/content/safety/emergency-preparedness-response-recovery/covid-19-provincial-support/restrictions
http://www.gov.bc.ca/assets/gov/health/about-bc-s-health-care-system/office-of-the-provincial-health-officer/covid-19/covid-19-pho-order-gatherings-events.pdf
http://www.gov.bc.ca/assets/gov/health/about-bc-s-health-care-system/office-of-the-provincial-health-officer/covid-19/covid-19-pho-order-gatherings-events.pdf
http://www.gov.bc.ca/gov/content/safety/emergency-preparedness-response-recovery/covid-19-provincial-support/restrictions#masks
http://www.gov.bc.ca/gov/content/safety/emergency-preparedness-response-recovery/covid-19-provincial-support/restrictions#masks
http://www.briteland.com/
http://www.okanaganspirits.com/
http://www.sja.ca/
https://www2.gov.bc.ca/gov/content/safety/wildfire-status
https://www.interiorhealth.ca/YourEnvironment/AirQuality/Pages/default.aspx
https://www.vernon.ca/homes-building/fire-safety/emergency-management/flooding
http://www.interiorportablerentals.com/
http://www.north-okanagan-pumping-service.ca/
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Health & Safety - Checklist 

Consideration Comments Date ✓ 
Are you up to date with 
any potential Province 
wide restrictions? 

   

Have you completed and 
submitted your EMP? 

   

Do you have a ‘Contact 
Tracing’ system in place? 

   

Are you making PPE 
available for your 
volunteers and 
participants? 

   

Do you require medical 
services? 

   

Is adverse weather a 
concern for the dates of 
your event? 

   
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Chapter 2f – Volunteer Management 

The responsibility of this directorate is to oversee the registration, accreditation, operation and training of event 

volunteers. It will be important at an early stage to identify your volunteer needs and spell out the level of 

expectations to all your potential volunteers. Identifying the total number of volunteers needed and defining 

their roles will likely be determined by the total number of event participants. It will also be your responsibility to 

ensure that volunteers are respected, properly informed and are made to feel comfortable and treated fairly.  

Items of consideration 

• Recruitment  

Volunteer recruitment is essential for the successful execution of any event. Ensuring you have sufficient 

numbers of volunteers will make any suggested considerations that much easier to implement.   

If you need to source volunteers from outside your traditional circle, the Sport & Culture Society of the North 

Okanagan can help. 

SCSNO has created a volunteer registry of local community members that want to get involved in their own 

community. Although the names, email addresses and telephone numbers would be confidential and we would 

be unable to share these contacts directly with your organization, SCSNO can however do a newsletter informing 

these ‘would be’ volunteers that your event is coming up and help is very much needed. 

This is a great way to get new people involved in your organization or society. See the resources section for more 

information. 

Other sources of volunteers traditionally come from friends, family and visitors of the individuals taking part in 

your event. These volunteers may not always be best suited to being part of the leadership team but they may be 

ideal in helping to support on the actual event dates.    

• Criminal Record Check 

If your event requires volunteers to have a criminal record check, this can be processed through your local RCMP 

detachment. Criminal record checks are usually required when working with vulnerable children or adults, 

however it is best to research what is required for your event. The resources section of this chapter will give a 

link to the government website providing additional information on criminal record checks.     

• Accreditation 

Depending on the size and complexity of your event, accreditation may be something that can easily be done 

online or it may need a physical location. Accreditation may be needed for both participants and volunteers so 

there will be a crossover of roles between the two directorates.   

Accreditation kits that include, event information, venue maps, timetables, credentials lanyard are all items to 

consider.  

• Training & Orientation 

Orientation is an opportunity to welcome your volunteers to your event. You have a platform to introduce your 

leadership team, identify the event’s key contacts and present any story or ethos that your event may have. You 

can discuss any expectations, spelling out any rules or limitations and showcase any volunteer benefits. (Event t-

shirt, access to events, sponsor discount, volunteer lunches, post event parties etc) Effort should also be made to 
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ensure all your volunteers are adequately trained for their allotted tasks during the event. Depending on the task 

this can be done at the time of their shift, but for more complex roles time and energy should be given to ensure 

pre event training. At this time you can advise volunteers if you are offering them lunch or snacks and beverages 

and where these can be found and how to get access to them. You can take the opportunity to inform volunteers 

who their key liaison person(s) will be, where they can find the volunteer support tent and location of the 

washrooms.  

• Volunteer Support  

Depending on the number of volunteers you have involved it may be a consideration to set up an information 

tent or volunteer station for the duration of the event. Somewhere visible that can become the go-to place for 

volunteers during the event.  

An area that people can safely leave their personal belongings while they are volunteering. A location to pick up 

any tools or return high visibility vests. If it was a requirement set out in orientation for volunteers to check-in 

before they start a shift, the station can easily identify if there has been a no show and a new volunteer needs 

drafted in. Additionally, you can post volunteer schedules, key contact numbers, and any lost and found. 

There are many benefits to having a defined information tent or station. It will be a consideration of the 

organizers to establish the size of their event and whether they need separate tents for volunteers, general 

information, entrants, first aid, lost property etc. 

 

Resources Available 

For more information on the volunteer registry visit www.getinvolvednow.ca  

 

Additional Volunteer Resources 

https://www.govolunteer.ca/  

https://www2.gov.bc.ca/assets/gov/sports-recreation-arts-and-culture/events-hosting/hosting-

toolkit/tips_for_volunteer_management.pdf  

https://www2.gov.bc.ca/assets/gov/sports-recreation-arts-and-culture/events-hosting/hosting-

toolkit/volunteer_handbook_-_surrey2012.pdf  

 

Criminal Record Check 

www.gov.bc.ca/gov/content/safety/crime-prevention/criminal-record-check  

 

To help build your goody bags, be sure to contact Tourism Vernon and the Recreation Centre. 

Tourism Vernon – 250-550-7851   www.tourismvernon.ca  

Greater Vernon Recreation Centre – 250-545-6035 

  

http://www.getinvolvednow.ca/
https://www.govolunteer.ca/
https://www2.gov.bc.ca/assets/gov/sports-recreation-arts-and-culture/events-hosting/hosting-toolkit/tips_for_volunteer_management.pdf
https://www2.gov.bc.ca/assets/gov/sports-recreation-arts-and-culture/events-hosting/hosting-toolkit/tips_for_volunteer_management.pdf
https://www2.gov.bc.ca/assets/gov/sports-recreation-arts-and-culture/events-hosting/hosting-toolkit/volunteer_handbook_-_surrey2012.pdf
https://www2.gov.bc.ca/assets/gov/sports-recreation-arts-and-culture/events-hosting/hosting-toolkit/volunteer_handbook_-_surrey2012.pdf
http://www.gov.bc.ca/gov/content/safety/crime-prevention/criminal-record-check
http://www.tourismvernon.ca/
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Volunteer Management - Checklist 

Consideration Comments Date ✓ 
Have you identified a 
volunteer coordinator? 

   

Have you established 
how many volunteers 
you will need? 

   

Do you have a volunteer 
recruitment plan? 

   

Do you need additional 
support in securing 
volunteers from SCSNO? 

   

Will you be needing a 
CRC for your volunteers? 

   

Will the volunteers need 
to attend an 
accreditation? – Do you 
have a plan for this? 

   

Have you scheduled time 
for volunteer training? 

   

Will you have a volunteer 
support / information 
tent? 

   
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Chapter 2g – Accommodations 

This volunteer will be responsible to identify of your what your needs are and establish what accommodator 

would be best suited for your participants. The negotiation of best available rates and the securing of any 

conference or banquet facilities that may be needed.  

 

Items of considerations 

• Identify your accommodation needs 

Working closely with the participant and volunteer director(s), you should be able to establish how many 

entrants your event will likely attract and predict how many ‘out of town’ guests that will require 

accommodation. By using the ‘Vernon Accommodators Room & Conference’ inventory which can be found in the 

resources section, you can establish which hotel and motel(s) are best suited for your guests. 

Location to venue, banquet / conference facilities and onsite restaurant as well as price may be all factors in your 

selection.   

• Securing Best Rates 

It is best to remember that the North Okanagan is a summer time destination and many of the hotels and motels 

reach capacity without the need for block bookings. The accommodators are more likely to offer ‘attractive’ rates 

in the shoulder seasons (Oct – May). This might be something to consider when selecting the dates for your 

event. 

Before you approach any of the local hotels, speak with the awards and special events volunteer to establish if a 

banquet hall or catering facilities will be needed. These additional needs might make your request for ‘best 

available rates’ more attractive to the accommodator. 

The SCSNO can provide you with a link to all the accommodation providers within the North Okanagan with 

locations, contact names, numbers and emails. It even lists restaurants with sufficient capacity to host large 

groups such as sports teams. 

• Secure Storage 

Are you requiring secure storage for any equipment at the hotel or motel? If storage for skis, bikes or other large 

items is required it is best to make this request up front so the accommodators can be prepared.   

• Special Requests 

Will you be hosting special guests or bringing out of town officials that will require accommodation? What is the 

budget for this accommodation? Is it in line with your secured best rate? How will it be paid for? These are all 

good questions for the accommodations volunteer to think about.   

Before you make any accommodation commitments, you might consider working with your sponsorship 

volunteer to see if they could identify an accommodator who might like to become a sponsor to your event.      
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Resources Available 

Vernon Accommodators Room & Conference Inventory 

https://www.scsno.ca/toolkit/#tab-id-3   

 

Vernon Accommodators Room & Conference’ Contact Information 

https://www.scsno.ca/toolkit/#tab-id-2   

 

  

https://www.scsno.ca/toolkit/#tab-id-3
https://www.scsno.ca/toolkit/#tab-id-2
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Accommodation - Checklist 

Consideration Comments Date ✓ 
Do you need to arrange 
hotel rooms? 

   

Have you secured a host 
accommodator? 

   

Does your chosen 
accommodator offer 
dinning or have an 
adjoining restaurant? 

   

Is the chosen 
accommodator 
convenient for the event 
location? 

   

Did you discuss best 
available rates for your 
group? 

   

Will you be requiring 
secure storage for 
equipment? 

   

Will you be needing 
banquet facilities? 

   

Will your accommodator 
be in a position to host 
any accreditation or 
orientation? 

   

Does your 
accommodator offer 
additional storage? (if 
needed) 

   
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Chapter 2h – Awards & Ceremonies 

This volunteer role will plan and stage any planned award presentation or opening and closing ceremonies. You 

may also consider taking on the duties of arranging any participant or volunteer events. 

 

Items of consideration 

• Awards / Medals 

Do you plan to present awards or medals to the participants of the event? 

These are costly items, but if budgeted for can make a nice memento of the 

occasion. Depending on the volume needed, local outlets can supply at 

competitive prices. Look for a list of suppliers in the resource section.    

Any award ceremonies would need to be choreographed and consideration 

given to venue, audio, special guests, script writing and marshalling.   

In the reference section of this chapter there is a link to the BC’s Office of 

Protocol that advises on all matters of protocol and precedence. We have 

also given links to the Okanagan and Splatsin Indian Bands as First Nations 

recognition should really be acknowledged at the beginning of any 

ceremonies or presentations. 

• Ceremonies / Special Events 

When identifying a suitable venue to host opening or closing ceremonies or special events there are numerous 

factors to consider: capacity, location, demographic, catering, licenced premises, to name just a few. 

Whatever you have planned, just ensure you have sufficient licencing in place to hold an event with the proper 

permissions from the building’s landlord.   

If you wish to request a welcome to the territory from one of the local band elders or leaders are you should 

consider the respectful protocol surrounding such a request. This would include ensuring that you have a budget 

to include an appropriate honorarium/gift for the person(s) engaged in the welcoming. In the case of a politician, 

a gift will suffice, other than alcohol or a blanket, both of which have negative connotations. In the case of an 

Elder, an honorarium will be presented to acknowledge the time and resources required for their attendance. 

Make sure to offer to take care of their travel to and from the event. 

• Final considerations could be:  

o Will you need a liquor licence for the event?   

o Will you need a music licence for your event?  

o Is this event covered on your insurance? 
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Resources Available 

BC Office of Protocol 

www.gov.bc.ca/gov/content/governments/organizational-structure/office-of-the-premier/intergovernmental-

relations-secretariat/protocol  

 

Local Indian Bands 

Okanagan Indian Band - www.okib.ca  

Splatsin Indian Band - www.splatsin.ca  

 

Local Medal/Award Suppliers 

Five Star Awards – 4416 27th Street – 866-787-3483 

Caufields Engraving – 100 Kalamalka Lake Rd – 250-542-6293 

Awards & Trophies – 6061 Star Rd – 250-938-0803  

 

Liquor licencing  

www.specialevents.bcldb.com  

 

Music licencing  

www.socan.com/what-socan-does/licensing  

 

  

http://www.gov.bc.ca/gov/content/governments/organizational-structure/office-of-the-premier/intergovernmental-relations-secretariat/protocol
http://www.gov.bc.ca/gov/content/governments/organizational-structure/office-of-the-premier/intergovernmental-relations-secretariat/protocol
http://www.okib.ca/
http://www.splatsin.ca/
http://www.specialevents.bcldb.com/
http://www.socan.com/what-socan-does/licensing
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Awards & Ceremonies - Checklist 

Consideration Comments Date ✓ 
Will you be hosting an 
awards / opening or 
closing ceremonies? 

   

Will you be 
acknowledging local 
Indigenous Communities 
and their territories? 

   

Will you be inviting any 
special guests? 

   

Will you be presenting 
awards / trophies? 

   

Will you be requiring 
protocol? 

   

Can you find a local 
supplier that can provide 
any awards/trophies 
within your time frame? 

   

Do you all have the 
required licences? 

   

 

 

 

 

  



 

Stage 2 – Pre Event  36 

 

Chapter 2i – Food Services 

The Food Services volunteer role will have a key role in the event organization in making catering services 

available to the entrants and volunteers of the event.  

 

Items of consideration 

• What are you providing? 

Make sure everyone is clear when answering this question. Food Services can be a complex directorate as it is a 

costly endeavor to supply food (fuel) to both athletes and volunteers, it can also bring with it logistical challenges. 

Early considerations would need to be given to what is expected, what is available and what can you adequately 

provide. Events will live long in the memory from poor catering, so it is important to be realistic on what you can 

offer. If volunteers are expected to bring their own lunch, then make sure they know, the majority will 

understand. You might need to consider a different option for an athlete who has just completed a triathlon. 

They will need more than a granola bar and a bottle of water when they cross the finish line, but how do you 

serve a high protein meal and recovering fluids to multiple people at the same time? Also, a volunteer who has 

been marshaling a snow shoe race for 6 hours in freezing temperatures might be more motivated to come back 

the next day if they are rewarded with a hot soup / chocolate rather than having nothing provided.   

• Catering Options at the venue(s)  

If the chosen venues do not offer their own catering options you could reach out to the many food trucks in 

operation within the region. The Tourism Vernon website offers a list of over 17 food trucks operating in the 

North Okanagan area.  

• Self-Catered 

Self-catering your event will allow you to control the menu and have full transparency of the total cost. You 

should however review what the BC Food Safe guidelines are, the need and availability of catering kitchens and 

the management of special dietary requirements before you accept this task.   

• Special Requirements 

It is common at events for the organizers to arrange to supply food and refreshments to special guests, officials 

and volunteers. If the venue does not offer food and a food truck is not an option, you may have to bring in a 

catering firm to accommodate these needs. Vernon has lots of caterers that you will easily find online, but we 

have listed a small selection in the resource section. 

• Hydration Plan 

Many venues, both indoor and outdoor have drinking water available to the public. It might be best to review the 

venue’s water infrastructure and you can determine if you think what is currently supplied is suitable for your 

event. You should consider the number of participants, type of activity, location of water source and the time of 

year as to whether you feel the need to make additional water options available.   

Many of the local water companies will happily work with events for their water needs. A reduction in price, 

helping with delivery or suppling the pumps are all negotiable.   
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Resources Available 

Select Food Truck suppliers in the North Okanagan  

https://www.tourismvernon.com/en/eat-and-drink/Food-Trucks.aspx   

 

BC Food Safe Certification 

www.foodsafe.ca  

 

Select Catering suppliers in the North Okanagan 

The Orchards – 250-309-8089 

Gumtree Catering – 250-558-7555 

Pretium Catering – 250-306-2181 

  

https://www.tourismvernon.com/en/eat-and-drink/Food-Trucks.aspx
http://www.foodsafe.ca/


 

Stage 2 – Pre Event  38 

 

Food Services - Checklist 

Consideration Comments Date ✓ 
Are you providing food to 
participants? 

   

Have you secured a 
concession, food truck or 
other option for 
volunteers / spectators? 

   

Have you considered 
dietary requirements? 

   

Is water readily available 
to athletes? 

   

Have you checked the 
validity of the vendor’s 
food licence? 

   

Have you considered 
how to ensure the 
cleaning and maintaining 
of water stations? 

   

Do the food offerings 
offer diversity in their 
selection? 

   
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Chapter 2j – Security  

Decisions would need to be made on what level of security your event will need, if any. Once established, the 

role of the security volunteer can be more defined. 

 

Items of consideration 

• Is security needed? 

If your event is held indoors in a venue that only you have access to, the likelihood you will not need to have 

security. If you are setting up outside with expensive equipment and tents, it might be worth considering having 

someone onsite overnight, providing you are allowed to do so.   

There are numerous different security firms that can offer this temporary service, but if you have budget 

registrations you might want to consider requesting that a volunteer(s) camps out at the venue. 

If spectator marshalling or participant security are needed then professional advice should be sought on how 

best to handle these requirements.   

If you have volunteers to help with security you may need to source high visibility vests and flashlights.   

 

Resources 

Robin Hood Security – 250-309-9134 

SOS Security – 250-558-1117 

Kalamalka Security & Investigations – 250-545-4646 
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Security - Checklist 

Consideration Comments Date ✓ 

Do you need security?    

Will you need 
marshalling? 

   

Do you need to cordon 
off any exhibits, display 
or performance areas? 

   

Do you need to monitor 
entrances & exits? 

   

Will it be the role of 
security to monitor and 
maintain facility 
capacity? 

   

Does your security 
volunteers need any 
tools? (High Vis / Flash 
Light) 

   
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Chapter 2k – Transportation / Logistics 

Your event may require athlete and volunteer pick up and drop offs and the movement of equipment and 

supplies. If the size of your event requires more than just a pick-up truck or a people carrier here are a few 

considerations.  

 

Items of consideration 

• Do you need transportation for athletes and volunteers? 

Do your participants need to be collected taken to the event or is the event location in a remote location with 

limited parking access? Maybe you are holding the event over multiple locations and you need to move people 

from venue to venue. In the resource section of this chapter we have listed bus companies operating in the North 

Okanagan that can help you with any transportation needs. 

Consideration will need to be given to the creation of bus routes, venue maps and identify drop off and pick up 

spots. All of this information will need to be communicated to the drivers, venues, athletes and volunteers. 

• Equipment  

Some events will require the moving of equipment. Items kept in storage will need to be taken to the venues or 

items borrowed will need collecting. When the event is over, all these items will need returning. If it is not 

convenient for a team of volunteers in their trucks to handle these tasks, the resource section of this chapter has 

a list of truck rental companies. We have also listed a number of secure storage locations.  

• Parking 

Depending on your event location you may want to give considerations to parking for volunteers, entrants and 

spectators. Assigning a carpark or a dedicated space for volunteer or entrant parking may need a volunteer to 

police. Carpooling or a park and ride might be a consideration. In reverse, you may also want to identify non-

event parking if you are in a shared public area.  

• Move In & Move Out 

Considerations should be given to the move in and move out of the venue or site for your event. It will be vital 

that all props or equipment be packaged and ready for delivery as soon as you have access to the venue. You also 

need to consider having a sufficient number of volunteers to ensure that the move out can go quickly and 

smoothly. The leasing agreement for the venue may indicate that you and any equipment are removed from the 

premises on the evening of your last performance, exhibition or game. Obviously if you control or own your own 

venue these considerations would not apply. 
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Resources 

A1 Bus – 250-550-4272 www.a1bus.ca  

Cheers Okanagan – 855-717-8452 - www.cheersokanagantours.com  

Mojo Tours – 250-540-8687 www.mojotours.com  

Vernon U-Haul – www.uhaul.com/Locations/Truck-Rentals-Vernon-BC  

Vernon Enterprise – https://www.enterprise.ca/en/car-rental/locations/canada/bc/vernon-c43v.html   

Vernon Budget Truck - https://www.budgettruck.ca/en/locations/ca/bc/vernon   

Elephant Storage - www.elephantstoragecentre.com  

The Stor-It Place - www.thestoritplace.com  

Forge Valley Storage - www.forgevalleystorage.com  

  

http://www.a1bus.ca/
http://www.cheersokanagantours.com/
http://www.mojotours.com/
http://www.uhaul.com/Locations/Truck-Rentals-Vernon-BC
https://www.enterprise.ca/en/car-rental/locations/canada/bc/vernon-c43v.html
https://www.budgettruck.ca/en/locations/ca/bc/vernon
http://www.elephantstoragecentre.com/
http://www.thestoritplace.com/
http://www.forgevalleystorage.com/
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Transportation / Logistics - Checklist 

Consideration Comments Date ✓ 
Have you communicated 
with all other leadership 
volunteers to establish 
their transportation and 
logistical needs? 

   

Will you need to 
transport participants or 
volunteers? 

   

Have you created routes, 
schedules, drop off and 
pick up plans. Identified 
parking? 

   

Will you need equipment 
storage? 

   

Is a park and ride a 
consideration? 

   

Do any volunteer parking 
or traffic attendants have 
high visibility vest and 
torches? 

   

Will you need to cordon 
off parking areas and do 
you have barriers? 

   
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Chapter 2l – Technology 

Any technology volunteers will be required to work alongside all other directorates to help with their technology 

needs. The role will likely require the securing of dedicated email addresses, dedicated phone lines, Wi-Fi access, 

computer networks and data sharing.   

 

Items of consideration 

• Event communication 

How do you plan to communicate with your volunteers and your entrants prior to the event? Will this change 

during the course of the event? Will you create a specific email address(es) for each directorate that is for the 

duration of the games? Will it be monitored after the games? Will you secure a dedicated cell phone number? 

Does your venue justify the use of walkie-talkies? 

• Data Sharing 

There will be numerous reasons why different directorates would need to be sharing information with the wider 

organizing committee. Most of the shareable information can be kept on cloud servers with access given to 

multiple users. Common shareable information maybe generic such as timelines, volunteer requirements or 

logistical needs. In addition more sensitive data such as event registrations or criminal record checks may also 

need to be shared only with a smaller select group. Using data sharing software will simplify this role. In the 

resource section, there is a number of solutions to help with data sharing.  

• Privacy Policy 

A privacy policy might be a key to your organization if you plan to start collecting personal data on your 

registrants and volunteers. A policy will state how you collect information, what you do with this information, 

who has access to it and how it will be recorded, stored and used and eventually deleted.    

You should consider if you are in need of a policy and how it will impact the recording and handling of personal 

data for your event. In the resource section you will find links with more information regarding British Columbia’s 

Personal Information Protection Act and information on how to create one. 

• Contact Tracing 

Contact tracing is now a requirement to help prevent the spread of COVID-19. You will need to think about what 

information should be collected, how this information will be collected, where it will be stored and how long are 

you required to keep this information for.   
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Resources 

Data Sharing Software 

Airtable is an easy-to-use online platform for creating and sharing relational databases. The user interface is 

simple, colorful, friendly, and allows anyone to spin up a database in minutes.  

Workspace Google is an online workspace that allows you to create and format documents and share them with 

your team. The editor includes word processing, spreadsheets, presentation builders, surveys and many other 

services.  

Microsoft Teams is a collaborative workspace using Microsoft that acts as a central hub for group conversations. 

Slack is another option for group working. 

 

Privacy Policies  

https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/00_03063_01  

https://www2.gov.bc.ca/gov/content/employment-business/business/managing-a-business/protect-personal-

information/develop-policy  

https://www2.gov.bc.ca/assets/gov/business/business-management/protecting-personal-information/pipa-

guide.pdf  

 

The Centre for Disease Control offers free digital tools for contract tracing  

https://www.cdc.gov/coronavirus/2019-ncov/php/contact-tracing/contact-tracing-

resources.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fphp%2Fopen-

america%2Fcontact-tracing-resources.html   

 

Free Wi-Fi Access 

https://www.wifimap.io/518-vernon-free-wifi/map  

https://www.telus.com/en/internet/free-wifi-hotspots  

https://www.shaw.ca/internet/wifi  

 

  

https://www.bclaws.gov.bc.ca/civix/document/id/complete/statreg/00_03063_01
https://www2.gov.bc.ca/gov/content/employment-business/business/managing-a-business/protect-personal-information/develop-policy
https://www2.gov.bc.ca/gov/content/employment-business/business/managing-a-business/protect-personal-information/develop-policy
https://www2.gov.bc.ca/assets/gov/business/business-management/protecting-personal-information/pipa-guide.pdf
https://www2.gov.bc.ca/assets/gov/business/business-management/protecting-personal-information/pipa-guide.pdf
https://www.cdc.gov/coronavirus/2019-ncov/php/contact-tracing/contact-tracing-resources.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fphp%2Fopen-america%2Fcontact-tracing-resources.html
https://www.cdc.gov/coronavirus/2019-ncov/php/contact-tracing/contact-tracing-resources.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fphp%2Fopen-america%2Fcontact-tracing-resources.html
https://www.cdc.gov/coronavirus/2019-ncov/php/contact-tracing/contact-tracing-resources.html?CDC_AA_refVal=https%3A%2F%2Fwww.cdc.gov%2Fcoronavirus%2F2019-ncov%2Fphp%2Fopen-america%2Fcontact-tracing-resources.html
https://www.wifimap.io/518-vernon-free-wifi/map
https://www.telus.com/en/internet/free-wifi-hotspots
https://www.shaw.ca/internet/wifi
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Technology - Checklist 

Consideration Comments Date ✓ 
Will you need to procure 
equipment? 

   

Will you be setting up 
cloud sharing? 

   

Have you the provisions 
to record contact 
tracing? 

   

Have you a platform for 
the directorates to 
communicate? 

   
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Chapter 2m – Vendors 

What type of vendors (if any) do you plan to have at your event? Will you be inviting only food vendors or is 

there an opportunity for local businesses to showcase their products and services. The expected number of 

participants, volunteers and spectators will dictate the need for multiple vendors. You can reach out to the 

SCSNO who can help with securing vendors or we can try and put you in touch with contacts who have 

experience in hosting events. 

 

Items of consideration 

• Fees 

What are your fees for becoming a vendor? If you can guarantee a high volume of business many food vendors 

will happily pay to be a part of your event as they will generate revenue from sales. This model is common for 

food vendors where the event is high profile and has a tradition of attracting large crowds. If you cannot 

guarantee a level of business for the vendor, you might still attract interest by removing or reducing the vendor 

fees.  

• Permits / Insurance 

Before inviting vendors to come to your event, it would be prudent to check with the owner of the property to 

obtain authorization. If you are renting a venue that has their own catering facilities, the rental agreement might 

state that you use their own in-house catering and prevent you from inviting any vendors. 

In addition you might want to speak with your insurer and establish what level of liability insurance vendors 

should have. This could protect you and your organization if any issues arise.  

Food vendors should also meet the standards under the BC Health Temporary Food Service Regulation and 

should display a valid BC Temporary Food Concession Permit. A consideration for your event is to advise any 

potential vendor that their information may be shared with the local health department and or the local health 

inspector. 

If you invite local breweries, wineries, cideries or distilleries to come and offer samples during the event, will they 

need their own liquor licensing or will your licence cover it. In the resource section we provide links to the BCLDB. 

• Utlities 

Will the vendors require access to electricity and water? Do you have access and do you have a sufficient draw of 

electricity to share with additional vendors? These considerations can be raised with the building 

owner/manager who will have a better indication of what the venue can provide.  
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Resources 

Event Vendor Tips 

https://www.eventbrite.com/blog/event-vendors-ds00/  

 

Food Permits 

https://www.interiorhealth.ca/YourEnvironment/FoodSafety/Pages/Permits.aspx  

 

Liquor Requirements 

https://specialevents.bcldb.com/  

 

 

 

 

  

https://www.eventbrite.com/blog/event-vendors-ds00/
https://www.interiorhealth.ca/YourEnvironment/FoodSafety/Pages/Permits.aspx
https://specialevents.bcldb.com/
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Vendors - Checklist 

Consideration Comments Date ✓ 
Will you be inviting 
vendors to operate at 
your event? 

   

Do all the vendors know 
and commit to the event 
schedule? 

   

Do your vendors have all 
the required permits and 
insurance coverage? 

   

Do you have access to 
the utilities for the 
approved vendors? 

   

Will you be working with 
the local Chamber of 
Commerce, Downtown 
Business Association, 
SCSNO or Tourism 
Vernon to attract local 
businesses? 

   
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Stage 3 – During Event 
 

All the planning and preparations have been done and the date(s) of the event has now arrived. In Stage 3 we will 

look at considerations you may have for during the event.  

When last minute considerations come up, try and think about your core objectives for the event. Remember any 

commitments you and your leadership team made to sustainability, acknowledging traditional territories and 

being accessible and inclusive. We say this as the closer you get to a project the core objectives can sometimes 

get lost as the distractions of hosting the actual event become real. Keeping your core objectives front of mind 

will ensure that the event will be what your team envisaged from the very start.   

Although you may have planned and prepared for lots of different scenarios there will always be some 

considerations and decisions that need addressing during the event. We have a listed a number of considerations 

that could prepare you and your team if they were to arise.   

 

3a - Volunteer Delay or No Show 

It is likely that a volunteer will get delayed, become ill or is prevented from showing up to their shift. Did this 

volunteer have a role requiring specialty training? Do you have people you can draft in at last minute? What level 

of support can you give surrounding volunteers who are now potentially short-handed for their shift? Will you be 

able to provide cover if a volunteer needs to use the washroom or make a quick phone call? 

 

3b - Participant Delay or No Show 

How will this affect the running order of your show or the equality of any competitive games? Can you delay the 

event to accommodate? What is fair to the other participants or the audience? Do you have a policy that handles 

ticket or entry fee refunds? Consider how you handle a late withdrawal.  

 

3c – Inclement Weather 

What considerations can you have if weather prevents or delays you from hosting your event? The North 

Okanagan is a beautiful four season outdoor adventure wonderland and our climate is one of the reasons people 

live here and visit for events. You need to consider what would happen if the weather does not cooperate – we 

get flooded out, we get socked with smoke, our temperatures soar into the high 30°s, we have a snowfall that 

impacts the ease of travel, etc. We understand that these are rare events, but experience has told us that they do 

happen. It is best to have some sort of plan if the unexpected happens.  
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3d - Sickness or Injury 

 We have covered considerations for sickness or injury in the medical chapter, and I am sure you will be 

adequately prepared. But now that the event is here, can you give additional considerations to your event? Are 

your volunteers made aware of any sickness or injury protocols? Are they equipped with basic first aid kits? Does 

everyone know where the nearest AED machine is? A volunteer memo or a pre shift briefing could help 

communicate any of this information. 

Another consideration should be given to ensure that all your participants and volunteers have completed and 

submitted their waivers and release forms. What actions can you and your team take to ensure these important 

documents have been received?  

 

3e - Load in / Load Out 

Volunteers will be key to a successful load in and load out for any event or show. Ensure your lead volunteer has 

a clear plan of what is needed, what the time frames are and that they have sufficient manpower to execute.  

Many rental agreements will come with financial penalties for failure to clear the venue by a certain time or date.  
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3f - Catering  

In the food services chapter we encourage any event organizer to ensure that there is adequate and varied 

catering options as food at an event can really leave a lasting memory for all involved. Considerations to ensure 

that you are prepared with any catering you are providing might be – Have you sufficient coolers? Do you have a 

hygienic work preparation area? Do you have access to water? Do you have the ability to take payment?  

If you have arranged for vendors to supply catering, ensure they have access to utilities or use of the venue for 

set up. It is also advisable to inform any vendors of the event schedule so they can establish when to expect 

higher demand. Also consider for all catering options, garbage/recycling bins, hand sanitizer, signage and a 

defined seating area. 

Your food vendors will likely have been asked to supply food permits and insurance documentation prior of the 

event. What actions can you and your team take to ensure these important documents have been received? 

If you have made any commitments to feeding volunteers lunch or offering them a snack and or beverages, have 

considerations been made to ensure this has been done. Do volunteers know where and when to come and get 

their lunch? Have they access to water?  

 

3g - Award Presentations or Ceremonies 

During any ceremonies or official awards presentations, is a great opportunity to recognize traditional territories 

of the local indigenous communities. If you and your team are committing to this recognition the appropriate 

acknowledgments should be made in your opening introductions at any public address.     

 

3h - Sponsor Obligations 

As the event is about to start it would be a strong consideration to ensure you have completed any obligations 

you have made to your sponsors. Failure to fulfil your obligations may impact future sponsorship commitments. 

Is there appropriate recognition for your sponsors throughout your event venue, in any event literature and on 

your website? Have sponsors been invited to attend the event or be a special guest at any opening ceremonies or 

award presentations? Have they been offered the opportunity to be a vendor at your event? Is any supplied 

signage or branding collateral being utilized in high visibility areas?  
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Stage 4 – Post Event 
The event is now over and everyone has gone home and it is almost time to relax. Nevertheless, now is a great 

time to pull your volunteer team together one last time to recognize their efforts in helping you host this 

awesome event. It is also a great time to acquire valuable feedback that you can use for any future events.    

 

Chapter 4a – Recommendations 

How did your event go over? What worked really well? What could have been better? If you are looking to host 

an event again, this feedback could be essential. Consider using an online questionnaire to collect this feedback. 

Hear how the participants viewed the event and compare it to the experience of the volunteers. Speak 

individually to your leadership team to establish what could have made their directorate run smoother. 

Event fatigue sometimes gets in the way of creating this questionnaire or holding these interviews, but the 

SCSNO can help. We can facilitate these interviews and we have our own Survey Monkey account that we can 

give you access to for your online questionnaire.     

 

Chapter 4b – Financial Statements 

How much money did the event cost to host and how much money did the event bring in through event 

registration, sponsorship and any funding?  

Depending on your organizational set up or commitment to any funders you may have to submit your financial 

records or have them audited.     

 

Chapter 4c – Legacy 

Is there an opportunity for this event to leave a legacy within the North Okanagan community? Was there 

sufficient revenue generated where funds could be distributed to other non-profit organizations or to donate 

equipment or supplies that were acquired for the event?  

What about your event handbooks or templates, are these something that can be passed on to the community? 

Similar to this document, do you have workings that you can share to any other groups or organizations that are 

looking to host an event? The SCSNO can showcase any shared information that you provide.  
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Chapter 4d – Recognition 

Volunteer Appreciation events are a great way to wrap up the efforts and commitment that has got you this far. 

You can personally thank your volunteers and it allows people to get together and share in their pride and 

excitement of hosting such an awesome event.  

In addition, taking the time to publicly recognize your sponsors, funders, venues and inconvenienced residents 

may go a long way in strengthening their support for future events.   

Local businesses may show interest in supporting or sponsoring volunteer events as the attendees will likely be 

made up of North Okanagan residents.  

 



 

Get Planning Now! What to Consider When Planning an Event  57 

 

Conclusion 
 

The Sport and Culture Society of the North Okanagan hopes that you have found benefit in this document. We 

wish to reiterate our stance that this is a consideration document and not an actual must do for the execution of 

a successful event.  

This document is version one and our aim is to enhance and update once we have acquired additional resources, 

further knowledge and your feedback. Every effort has been made to ensure the information we have provide is 

accurate and update at the time of publishing. We would encourage all event organizers to do their own research 

to ensure the accuracy of any actions they take away from this document.  

The SCSNO would welcome any feedback and additional information from your experiences in hosting of events 

and we would even encourage you to share with us any event templates or event plans that you have built that 

we can share with other community organizations.  

If you require more information on the SCSNO or have further questions regarding the organization or this event 

toolkit please visit our website www.scsno.ca or email us at ed@scsno.ca . 
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