ECALM EVENT QUESTIONNAIRE 
	Local Authority
	

	Contact
	Name 
Phone 
Email 

	Date of event/s
	

	Venue 1 (full address including Post Code)
Morning session
	

	Start time for event
	

	End time of event
	

	Audience numbers and year group or age of children
	Children: 
Adults:

	Who will do welcome, explain about project and introduce Dr Rhys Jones
	

	Contact at venue (eg. teacher) 
	Name: 
Phone: 
Email: 

	Venue 2 (full address including postcode)
Afternoon Session 
	

	Start time for event
	

	End time of event
	

	Audience numbers and year group or age of children
	Children: 
Adults:

	Who will do welcome, explain about project and introduce Dr Rhys Jones
	

	Contact at venue (eg. teacher) 
	Name: 
Phone: 
Email: 

	Additional info

	[bookmark: _GoBack]Invitees - local dignitaries, head teachers, council  education officers, communities first cluster managers, literacy advisors, councillors, etc
	

	Local press contacts 

	Publication/Media: 
Name:  
Phone: 
Email: 

	Local Authority press office contact
	Name: 
Phone: 
Email: 

	Has filming/photography consent been obtained
Please ensure any children not to be included in photos/films are pointed out to avoid any future problems
	

	Who is doing filming/photography?
	Name: 
Phone
Email

	Any particular photographs required
	

	Car parking availability/directions
	

	Any other information you feel would be relevant for the events (add extra pages if required)
	



