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How to set up
your Climate Festival
Are you an individual or group concerned about climate change and
thinking about ways to make a difference in the place where you live?
Creating a climate event is a great way to get your community excited about tackling climate
change and supporting Scotland’s transition to net-zero. It’s an opportunity to collaborate with
others in your community to organise fun, creative and engaging events. You’ll join a network
of groups inspiring their communities to take action on climate change, creating connections
across Scotland.
Scotland’s Climate Festival has been created with funding from the Scottish Government as a
response to the increasing number of community groups across the nation wanting to create
events that build public awareness and action on climate. When you join, you’ll have access
to our adaptable posters and other promotional materials. We can also promote your event
through our marketing channels, and you’ll have access to our national partnerships with large
organisations and agencies, as well as our seed fund for fledgling events.
This How to guide has been compiled to help you along the way. It’s not an exhaustive guide
but is intended as a framework for planning and to guide you through some of the questions
you need to consider when starting out. It may seem a little intimidating, but as we have tried
to make it relevant to many types of groups and events, you can take what you need, and leave
what you don’t!”
In this guide we cover:
1. Getting Started
2. Programmes
3. Partnerships
4. Operations
5. Budgeting and Fundraising
6. Marketing & Publicity
7. Evaluation
8. Next Steps

Further support for launching your climate event is available through our ongoing webinar
series with festival leaders and experts. You can also connect with people from other climate
festivals and events across Scotland in our monthly online Forum, a small friendly network of
people who are keen to offer advice and support and can help you generate programme ideas
or connect you with speakers.
You can also contact us at climatefestivalscot@keepscotlandbeautiful.org
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Getting started
Why should I create a Climate Event?
With the United Nations COP26 Climate Change Conference in Glasgow in November, all eyes
are on Scotland and the future of climate action. Scotland’s Climate Festival will amplify that
interest across the country. By engaging communities across Scotland, the Climate Festival will
give everyone the chance to express their views on climate action, especially those whose voices
aren’t often heard.

What kind of event does my community need?
Is there a pressing environmental climate issue that is affecting your local community? Is there
a topic which you and others around you are passionate about? Or would your community be
happy to explore a wide range of conversations and ideas? Is your idea original or is another
group in your area already doing something similar, creating an opportunity to combine efforts?
These are some good questions to start with when thinking about your event.

What size of event should I aim for?
If this is your first event, you may want to start with one evening programme or a single event,
rather than several days of events. This helps to assess what your team can do in terms of their
time and resources, as well as the potential audience for your events.

Do I need to have a formal structure?
Many climate events are run by unconstituted associations - a group of volunteers that want
to get together and host an event. They undertake all the activities as individuals, including
applying for grants and signing contracts. For a new festival or event this is a simple structure
and can work well. Be clear on your plans and objectives and look for people that have varied
skills to contribute, such as marketing or finance experience.
If your festival grows, you may want to consider becoming a more formal organisation, such
as a registered charity, limited company, community benefit society (Ben com) or Community
interest company (CIC). However, this can be time consuming and expensive. You may be able to
find an existing charity or organisation to partner with and help provide this overall structure to
your efforts.

Useful links:
 ow to run healthy groups, by the Transition Network.
H
Some tips for organising events by Great Big Green Week.
Best practice for community engagement, by the Centre for Sustainable Energy.
Thinking about becoming a charity, by OSCR.
Climate Festival Forum, a monthly online support group for climate event organisers
hosted by Keep Scotland Beautiful.
www.keepscotlandbeautiful.org
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Programmes
The programme is the most important (and most exciting!) part of your
climate event, creating interest and discussion amongst your audience.
It’s important listen to your local community when thinking about what
topics or themes are relevant and compelling, and what speakers or
activities will fulfil those needs.
There are many places to start thinking about ideas for your programme. As well as
conversations with people within your community, you can find ideas from environmental
organisations and campaign groups, other climate festivals and events, climate stories in the
news, and even just searching the internet. Always meet with speakers and participants in
advance and be clear on the objectives for your event.

Other important questions to consider:
 hat changes do you want people to make, or actions do you want them to take forward in
W
your community after the event?
Is there one special event or highlight that will have broad appeal for a wide audience?
How will you also create a range of experiences that will inspire different people to get
involved and connect with, understand, and take action on climate?

Some ideas for events/activities:
Workshops on energy efficiency and saving energy at home.
Arts & Crafts sessions using sustainable or recycled materials or sewing/knitting workshops.
A themed ‘Climate Sunday’ service at local churches, or similar initiatives at mosques and
synagogues.
 lectric car or bike demonstrations, with Q&As from local owners, car showrooms or bike
E
shops.
Nature walks/workshops: introduction to foraging, seed collecting, making bug hotels,
wildlife/bird watching, litter picks. Can also combine with existing citizen science initiatives.
Cycling workshops: beginners’ bike rides, bike repairs, guided bike rides.
Growing workshops in local allotments or community gardens (or residents’ gardens!).
Food & food waste: sessions or workshops on avoiding food waste and sustainable diets, or
even a coffee morning with a climate twist!
Film screenings (online or in person) - Take One Action has a range of different
environmental films and documentaries, or you can contact documentary makers
personally about arranging a viewing.
Live music, dance performances, theatre, poetry readings or art exhibitions inspired by
environmental issues.
4

www.keepscotlandbeautiful.org

Scotland’s Climate Festival

Programmes
Keep Scotland Beautiful has a wide range of activities and resources
available that may be a fit for your climate event. As a member of
Scotland’s Climate Festival, we can also connect you with our National
Agency partners to help provide speakers, workshops and activities at
your events, such as Cycling UK, Zero Waste Scotland and Community
Energy Scotland.
You know best what your community will like, and each community will have different
individuals or groups who can share their skills and knowledge.
Inclusivity is also an important issue to consider – you want everyone in your community to be
able to enjoy your event! At minimum, you should think about venue accessibility for people
with disabilities. However, other points to consider are representing people whose voices aren’t
often heard, and whether there are niche audiences/interest groups you can reach in different
ways, maybe with a specific event or workshop.
If it’s your first time organising an event or a programme, don’t take on too much! Make sure
you’re being realistic about how many events you can coordinate (as an individual or a team). For
example, do you have activities and cash to sustain two days over a weekend in venues or can
you just commit to one evening event online?

Useful links:
Ideas and Resources for Scotland’s Climate Festival, by Keep Scotland Beautiful
(includes KSB activities and national agency resources).
Introduction to climate justice, by Creative Carbon Scotland (includes guidance on
diversity & inclusion).
Communicating climate change, by Creative Carbon Scotland.
Communicating climate change during Covid-19, by Climate Outreach.
Envirolution Festival - scroll for impact & assessment work.

www.keepscotlandbeautiful.org
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Partnerships
Partnerships can have many benefits, such as adding credibility to
your event, providing information and advice or skills to your team with
programming and marketing activities. They can also provide in-kind
support (for example, speakers or workshop leaders), allowing you to
reach new and diverse audiences and strengthening momentum on
climate action across different sectors.
Partnerships are collaborative and should bring mutual benefits to both groups involved. In
identifying the right partners for you to collaborate with, think about who can help drive the
positive change that you want on climate in your community.
There are many different types of partners you could align with, such as
venues; educational institutions; community and voluntary organisations; local businesses;
clubs; campaigning groups; charities; environmental organisations; faith groups,
development trusts; media outlets; arts and cultural institutions, sports clubs, and more.
You might also want to liaise with your local council or MP.
Start with people you already know, then think about who else you should be inviting to get
involved.

Useful links:
 orking with a local authority, by SSCAN.
W
Creative Coalitions Handbook.
12 Steps for successful cross-sector partnerships, the Partnering Initiative.
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Operations
Planning is vital in holding a successful event - it can also make the
sometimes-daunting task of hosting your first event feel manageable.
From forming a team with a range of skills to creating a budget and
timeline, to event operations to evaluation, there are many elements of a
good plan. Remember - it is easy to underestimate just how much time
will be needed for the planning process
Your aims are to produce the best programme and attract as many people as possible to
participate. Both these aims require sufficient lead time to secure the guest speakers and
activities you want while generating enough press and audience interest.

Where to start?

 ick a date for your event. Try to avoid conflicts with existing events in your community, and
P
consider aligning with annual events (Earth Day, Climate Week etc), as appropriate. Consider
whether weekday evenings or weekends are the best timings
Pick a venue for your event. Your event can be in person or online. It’s important to consider how
people will travel to the venue, accessibility, and whether you will be offering food & drinks.
Contact your venue and speakers. This may have to be months in advance in some cases. Venue
and speaker fees should be incorporated into your budget.
Risk assessment, greening your event & equipment. We have included links below for risk
assessments and running sustainable events. You will also need to consider what equipment
(microphones/projector etc) you require.
Publicising your programme/event. More information in Marketing & Publicity section.

Top tips:
 tart with a list of key tasks over the weeks leading up to your event and put them in
S
order from the earliest time they should happen.
Decide roles and responsibilities. Consider who is the manager/director for your event
and has the complete overview and will lead the process. Allocate different roles to team
members or volunteers.
Good communication is key! Maybe you could set up a Whatsapp group to keep in touch
with each other. Allocating a person responsible for emails is also a good idea.

Useful links:
 ustainable event guides (seven sections) by Julie’s Bicycle & Manchester City Council.
S
Visit Scotland guidance for Covid-19 safe events.
Risk assessment form from Great Big Green Week.
Comprehensive guide to running an online event on Zoom.
Guidance for running online events on Microsoft Teams and Facebook Live.

www.keepscotlandbeautiful.org
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Budget and fundraising
Amid creating your brilliant programme, it’s also important to work out
how you will cover all the costs for your event. Even if you don’t have any
paid staff, there will be programming and marketing expenses. This may
create some constraints on what you can do in the first year or add an
element of risk.
Costs can vary from one locality to another. In some places, venues may be able to donate
space or other suppliers and vendors (such as graphic designers or printers) may also be able
to donate services. Here are some possible costs for your event which gives an idea of what you
may need to cover or find more information about. If you’re thinking about applying for funding,
funders may also ask to see costs and revenues in a budget.

Venue
hire

Printing

Equipment

Speaker
costs

Educational
materials

Marketing
and publicity

Postage

Catering

Admin and
staff

Event
supplies

Revenue will be in three main areas: event tickets, public sector income, and private income.
There might also be opportunities to raise funds from bar/catering facilities or merchandise or
other special projects.
It’s important to decide if you will charge for tickets to help cover event costs. How much could
your audience afford? Would this cost be a barrier to access for certain audience groups? Is
there another way to ask the audience for donations before, during or after at the events?
Whether you charge for tickets or not, there is likely to be a funding gap that you will need to
cover through other sources, and this can be time consuming. How much do you need to raise
to balance your budget? Who on your team will be responsible for securing these funds from
sponsors and supporters?
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Budget and fundraising
Local companies and business can be keen to support local events and offer sponsorships,
which could be cash or in-kind services that help reduce your overall costs. Sponsors have
expectations of promotion and marketing exposure for their product or service - it is not
philanthropy or a gift - so think about what you can offer them in exchange.
Consider contacting your local council to explore ways they can support your events. This could
be an opportunity to secure public spaces for holding events and potentially free access to
venues. They could also help with running and promoting events, for example including your
event in the local newsletter, on their website or in letters to residents.
Funding for community events may also be available from your local council, public sector, or
charities. For example, a seed fund Is available for Scotland’s Climate Festival. Eligibility can vary
between funders, so be sure to do your research and see If your group is a fit. 1. Getting Started

Useful links:
 cotland’s Climate Festival Seed Fund, from Keep Scotland Beautiful.
S
Ethical fundraising guidelines, by Seasons for Change.
Creating an event budget.
SSCAN’s guidance for finding and securing funding.

www.keepscotlandbeautiful.org
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Marketing and publicity
Plan your marketing and press activity in detail and well in advance.
Think about what would really help make the event a success and what
costs may be involved (usually this should be around 10-20% of your
overall budget).
1 Agree some clear marketing objectives amongst your team, for example:
 o achieve X number of attendees.
T
To have all the events at least 50% full.
To have one big article in the local paper.
2 Then start to identify your target audiences and how to reach them. Are there local
journalists covering climate or environment on your local radio or newspapers? Are there local
environmental groups that could help you reach your target audience through their newsletter?
Are there local sustainable businesses that could advertise your event at their locations?
3 Work out your lead times and deadlines, and make sure your designers, printers, sponsors and
more have this information.
4 Agree on your overall marketing budget. Use our materials and templates to help reduce your
design costs.
5 Select the methods of promotion most appropriate to your event. This could Include printed
materials (such as posters, flyers); website; advertising; social media; local event listings, press
and media coverage. Whenever possible, use all materials to direct audiences to your website as
the place to get the most up-to-date information.
6 Plan for who on your team will be doing what and who is coordinating efforts. This includes
writing copy and creating design, reaching out to local groups and distributing materials.
Remember to clear all copyright for any images or photographs that you want to use. Make
sure to include and thank all the necessary funders and sponsors - many will have guidelines on
using their logo and acknowledging sponsorship.
7 Plan for distributing your materials in your community - where will these go? You could ask
local business, cafés, libraries, community venues. What quantities will you need?
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Marketing and publicity
8 Plan your outreach to local and regional press, such as local newspapers and radio. Look for
journalists that are covering green stories or contact the editor. Think about a date to announce
your event programme and send out a Press Release. This is the day that all information is
online and tickets are available to the public, at least one month ahead of your event. (Note that
monthly magazines may need several months of advance notice so you may need to approach
them earlier). What will be the ‘hook’ for your press release, is there a story or a headline about
your event? Press might also need good photographs to go with a story, so make sure you have
these available and all copyright permissions. Don’t forget to invite press to cover the activities
during the event!
9 Think about other ways to build and reach your audience. Can people sign-up for a newsletter
on your website? Do you have social media accounts, such as Facebook or Instagram? What is
within the capacity of your team to do?
As soon as you know what you are going to do, put it on our events listing at
www.keepscotlandbeautiful.org/climatefestivalscot. People will then be able to find and share
your event from our website.
10 You might not have any budget for paid advertising, but are there companies or newspapers
that could sponsor your event and advertise to their subscribers? Local arts organisations may
consider an ‘ad swap’.
11 Plan for monitoring your campaign (more details in next section).

Useful links:
 ow to share your environmental story, Julie’s Bicycle.
H
Media Top Tips, from the Great Big Green Week.
Social media guidelines for neighbourhood planning.

www.keepscotlandbeautiful.org
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Evaluation
It’s important to monitor and evaluate your events. This helps you give
feedback to funders and partners, as well as identifying “what worked”
and what didn’t work when planning your future events. All members of
your team should be involved in evaluation, and this should start early in
your planning process, well ahead of your event.
Firstly, identify your objectives and expectations for your event. Your sponsors or funders may
also have expectations and information they will need in a report.
Some evaluation is Qualitative, focusing on the quality of experience for attendees. Such as,
what did participants learn at the event? What actions did they take?
Quantitative evaluation assesses numerical outputs such as number of attendees or social
media impressions.
Methods of evaluation can include:
 esearch (survey questionnaires, one-to-one interviews).
R
Documentation (photographs at the events, video recordings, press cuttings).
Feedback (audiences comment boxes, meetings with speakers, partners and other
stakeholders).
Observation (listening to your team).
Results can be presented in many ways. Funders may have their own report forms to fill out
and it can be helpful to request these ahead of your event so that your team can prepare for
compiling the information needed in the report.
For example, as a member of Scotland’s Climate Festival, we will ask you to complete a short
report form after your event as your feedback helps to build a picture of overall climate action
and progress across Scotland. This will be a form template and we will ask for 1. a description of
activities during your festival 2. a description of community involvement at your event and any
resulting local benefits or climate actions. We might also request photos from your event or
contact you about participating in a case study.

Useful links:
 uide to evaluating events, Eventbrite.
G
How to write an event report, Eventbrite.
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Next steps
We hope you are feeling inspired to move ahead with planning your first
Climate Event!

Further support for launching your climate event is available through our ongoing webinar
series with festival leaders and experts, as well as our monthly online Forum to meet with
other climate event organisers nationwide You can also contact us at
climatefestivalscot@keepscotlandbeautiful.org

As soon as you have a date for your event, don’t forget to register as part of Scotland’s
Climate Festival and consider applying for our seed funding. All the info you need is at
www.keepscotlandbeautiful.org/climatefestivalscot

You can also sign-up for the latest updates through our Climate Change Newsletter and by
following #ClimateFestivalScot on social media channels.

Thank you for all your efforts for a sustainable future!

www.keepscotlandbeautiful.org
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We support the ambitions of the United Nations
Sustainable Development Goals.

Keep Scotland Beautiful is your charity
for Scotland’s environment. We work with
you to help combat climate change,
reduce litter and waste, and protect and
enhance the places we care for.

T: 01786 471333

E: info@keepscotlandbeautiful.org

facebook.com/KSBScotland

@KSBScotland

www.keepscotlandbeautiful.org
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