On the day
Your event will run more smoothly if you have
considered and informed participants about:

Emergency procedures
The use of mobile phones
Smoking

Toilets (access/restrictions)
Catering
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Lighting and temperature - can you open

windows, turn heating up or down, regulate

lighting?

7. An agenda and timings for the day (send the

course programme in advance if possible)

8. The event’s participants - provide a
participant contact list

9. Arriving early with plenty of time to greet

the facilitators and assist with the set up of

the event.

Evaluation and after the course
Once the event has finished you should:

1.

Make sure each participant has completed
an evaluation form, this will provide useful
feedback on the event

Remind participants of their action plans and
to complete the online assessment

Set up mechanisms for monitoring any
impact on wider agendas

Report case studies of good practice to your
Play England contact

Consider how knowledge gained from the
event will be cascaded

Discuss how the local authority, voluntary
and community sectors, and other
participants will cohesively embed play in
their organisations.

For more information:

Play England
8 Wakley Street, London
EC1V 7QE

www.playshaper.org.uk

playshaper@ncb.org.uk
020 7843 6300

Play
England

Making space for play

SkillsActive

More People, Better Skilled, Better Qualified

vlaywory
Partnerships

Play Shaper is funded by the Department for Education. Play Shaper is being delivered by Play
England drawing on expert support from Playwork Partnerships and SkillsActive. Play England is
part of NCB and is supported by the Big Lottery Fund.
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What is Play Shaper?

Play Shaper: Engaging Communities in Play

is a professional development programme to
help those who plan, design, build and manage
public space understand the importance of
children’s play and their role in enabling it
within the public realm. Play Shaper enables
partnership working across local authorities
and communities to create and maintain
genuinely child-friendly public space.

Your role in a Play Shaper event

The local authority in partnership with the
voluntary and community sector is responsible
for hosting the event and inviting up to 20
participants. A Play England contact wiill
support you throughout the process of
organising an event, including guidance on who
to invite, selecting a venue and how to promote
your event.

Set a budget for your event

While facilitators and all training materials

will be provided free of charge, there may be
some costs to your organisation. Consider your
budget for:

1. Hiring a venue

2. Lunch and refreshments

3. Administration costs

Set a date for your event

Once you have checked the availability of your
most senior participants and speakers, discuss
possible dates for your event with your Play
England contact.

Your Play England contact will complete a local
priorities questionnaire with you, which will help
tailor your Play Shaper event to the specific
needs of your area. Based on this information
the facilitators will contact you to discuss how
to tailor the event.

Select a venue

Before booking a venue for your Play Shaper
event, refer to the venue checklist to ensure
details such as the following are considered:

1. Is the venue available on the date you
require?

2. Is the venue accessible for people with
limited mobility?

3. Is the venue easy to reach by public
transport?

4. Does the venue hold 25 participants and is
there enough room for participants to move
about for activities?

5. Are there any access restrictions (eg closing
times)?

6. Are there any catering facilities/restrictions?

7. Are there any parking facilities/restrictions?

Invite your participants

Invite people who hold key strategic positions
across the Local Strategic Partnership,
children’s services and key voluntary and
community groups. This may include
representatives from planning, transport,
housing, landscape architecture, regeneration,
health, education and extended services, and
the police. From the voluntary and community
sector you may want a representative from
your play partnership or association and your
adventure playground/s. Discuss your invite list
with your Play England contact to ensure there
is a balance between the local authority and
key voluntary and community representatives.

Every Play Shaper event should involve senior
figures appropriate for the local area, even

if only for a portion of the day. This could
include the local member of parliament, local
councillors, the director of the local play
association, local play champion, the director
of children’s services and the director of parks
or planning. Involving such people will help the
event achieve maximum impact and ensure
effectiveness beyond the day.



Try and have senior figures confirm their
attendance early and then name them on your
invite letters. This may in turn help to get others
to attend your Play Shaper event.

Remember, the aim of the Play Shaper event is
to help participants build their understanding
of the importance of play opportunities and
enable them to co-create environments that
will empower communities to take ownership
of a local play provision. Participants should be
decision makers within their professional areas
who can affect change.

Keep in mind:

1. The benefits for participants attending and
how their work may be improved.

2. The mechanisms for inter-departmental
support and timescales. Other departments
and organisations may work more slowly or
quickly than you do so consider what you
need to do to ensure they are represented.

3. The minimum number of participants
required to ensure course viability. Speak
to your Play England contact for advice
on the feasibility of delivering the event
if: the numbers are low; there is not a well
balanced mix of participants from across a
suitably wide range of departments; or the
majority of participants are not key decision
makers.

Please send a copy of your invite list to your
Play England contact.

Promoting your event

The following steps will help you promote your
event:

1. Inform your press or communications
department about the event as soon as
you have set a date. Share the What is
Play Shaper? briefing with this department
so it can promote the event through its
newsletters, websites and email updates.

2. Send your letters of invitation to the
identified participants.

3. Follow up with a phone call to see how the
invitation was received.

For more information on how Play Shaper
can help your area, refer to the What is Play
Shaper? briefing.

What will you need?

In order to run a successful Play Shaper event
you will need:

1. Facilitators: Contact Play England to
confirm the availability of the facilitators.

2. Laptop and projector: Are there enough
power sockets to accommodate your needs?
Are there any restrictions regarding the use
of extension leads?

3. Flipcharts and pens: Do you have enough
paper and do your pens work?

4. Information and publications:

* Print out copies of your local play
strategy, if you have one.

¢« Contact Play England to order up to 25
copies of Design for Play and Managing
Risk in Play Provision for the event
(please order at least two weeks in
advance).

* Print out the playbuilder/play pathfinder
photo portfolio (if available) and any
other useful guides or documents, such
as your Children and Young People’s Plan
and key planning and transport plans.

*  Prepare examples of good practice and
case studies from your local authority to
draw on during the event.



