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Resource I: Event Checklist
	 Description 
	Done

	Set Up

	On arrival confirm fire procedures with venue
	□

	Explain to helpers what their roles are
	□

	Set up signing in table – needs to have tokens, rules, disclaimer, sign in sheet and pens
	□

	Set up clothes rails with hangers - ready for the clothes!
	□

	Set up table – for shoes and accessories 
	□

	Set up changing room or put out signage for it
	□

	Set up mirrors
	□

	Arrange decorations and pin up any posters
	□

	Confirm event procedures with any additional services organised
	□

	
	□

	
	□

	
	□

	
	□

	Drop Off

	Check items to see if they meet the criteria
	□

	Ask Swishes to sign in agreement to the disclaimer and the number of tokens exchanged 
	□

	Remind them of the start time and any additional services that will be available
	□

	Fill out record of what has been donated
	□

	Arrange clothes ready for Swish
	□

	
	□

	
	□

	
	□

	
	□


	 Description 
	Done

	Swish Time

	Thank everyone for coming and declare the Swish open
	□

	Take photos (although remember to ask permission if you can see people’s faces)
	□

	Check the rails are tidy
	□

	Check out items in return for tokens
	□

	Ask Swishes for their comments
	□

	Thank them for coming!
	□

	
	□

	
	□

	
	□

	
	□

	Clean up

	Pack up the remaining clothes to be taken to charity
	□

	Pack away rails, mirrors etc.
	□

	Clean up the venue – make sure to leave it the way you found it
	□

	
	□

	
	□

	
	□

	
	□

	Afterwards

	Take clothes to charity shop
	□

	Calculate waste diverted from landfill
	□

	Post about the success of the event on Facebook and Twitter
	□

	Send West London Waste your photos and let us know how it went!
	□

	Get planning the next one!
	□

	Tell the local newspaper or websites
	□

	
	□

	
	□

	
	□
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