TBI WASTE EVENT:  Autumn 2018 – Planning Notes

	Task
	Actions
	Owner
	Others?
	Date Needed

	Define Title and Purpose
	What is TBI aiming to achieve?

· People of Black Isle recognise that waste is part of unsustainable ways of living.

· More people find ways of making less waste and recycling more.

· Any achievables we can identify? 

· More ?
	Vanessa/Sheila
	Directors
	

	
	What will attendees get out of it?

· Better understanding of waste cycles (SEPA); waste management practices, amounts of types of wastes produced in Highland, key waste problems facing THC.

· Successes in waste reduction.

· Better understanding of how and what to recycle (blue bins, brown bins)

· Opportunities to bring ‘odd’ waste items to get advice on how to recycle 

· Awareness of how to avoid waste (esp non-recyclable); eg shopping that creates less waste, growing more food, composting more, reusing ‘waste’ materials

· How to work with shops to create less waste (?)


	Vanessa/Sheila
	
	

	
	When do we run it (evening?  Tue/wed?)
	Vanessa
	
	

	
	What do we call it?
	Sheila
	
	

	Set Date and Book Venue
	When is Munlochy Village Hall available (Sept)?
	Vanessa
	
	Early August

	
	Book venue and share date w/Admin Gp and members
	Vanessa
	
	

	Confirm speakers and what they will do
	Confirm dates & timesare good for HC and SEPA speakers; confirm format of evening.
	Vanessa
	
	

	
	Will we have other ‘speakers’ or sessions – eg TBI Directors?
	Vanessa
	Directors
	

	Create & deliver Comms & Media programme
	Pre-alert members via Newsletter, Facebook, Direct Mailing as soon as venue booked.
	Sheila
	
	

	
	Write Media Stories:  Ross-shire Journal, Chatterbox(?), Muir Matters, Inv Courier.
	Sheila
	
	Mid August (Ch/box).  2 weeks before (others)

	
	Get images of speakers, waste etc for media
	Vanessa
	Sheila
	Early August

	
	Design and print posters (for all towns in B Isle)
	Sheila
	Sarah Grant
	Mid August

	
	Issue/put up posters
	Local members/ Directors
	
	

	
	Promote at Markets
	Sheila
	Market teams
	August, September

	Organise/ manage event
	Liaise with Hall manager on opening up, catering, closing, tables/chairs, security etc
	?
	
	

	
	Manage Door and domestic arrangements on night
	?
	Members
	2 weeks before

	
	Chair/Convene event
	?
	Members
	On day

	
	Organise sessions during evening
	?
	Members
	On day

	
	Clear up, put venue back as required
	?
	Members
	On day

	Post-event
	Write up event for media
	Sheila
	
	1 week after

	
	Assess value, benefits to TBI
	Directors
	
	

	
	Measure change?
	?
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


