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Event Kit

Everything you need to run your own Start the Music, Stop the Traffik event!

Start the Music, Stop The Traffik is a great chance for musicians and music fans to get onboard and show their support in the bid to combating human trafficking. 

Human trafficking is the fastest growing illegal industry in the world.  It affects every country and it is estimated that every minute more than one person is trafficked across a border. 

Putting on a music event is a great way to create awareness of human trafficking in your community. Plus, you get the added benefit of hearing some great music or even getting some exposure for your own band. 
STOP THE TRAFFIK Australia works to prevent and address trafficking and slavery in Australia and around the world by focusing on three key areas:

· Advocacy When people act things change. Engaging with those who have the power to minimise the trafficking of people.

· Education Spreading the message, creating an understanding of people trafficking.  
· Fundraising Financing anti-trafficking work around the world and working with those who have been trafficked.
By organising an event you are helping us achieve these goals. Any local event will help in raising awareness and educating people about human trafficking and raise essential funds for STOP THE TRAFFIK.
This guide will help get you started. 
Before the Event

Planning a music event takes time and energy. When it works, it is all worth it but you do need to put the hours in! Some of this information may seem a little daunting. We’re not trying to put you off, but it’s important to be realistic about what’s involved in planning a concert and to make sure you cover all the essential areas. You are responsible for all aspects of your concert. STOP THE TRAFFIK accepts no responsibility for events held or their consequence
Register with STOP THE TRAFFIK 

Send an email to stopthetraffik@gmail.com to let us know you are going to organise a concert. Tell us who you are, where you live and contact us again when you have the event details sorted out so we can promote it on our website. 

More hands make light work 

Get a group of together and work as a team to plan your event.  Try and invite a range of people with diverse skills and expertises that are related to event planning or music.  Down the track you can divide up specific responsibilities for the event – like publicity and finance etc.  Meet regularly and make sure that everything is going to plan.  Decide exactly what you want to achieve at the outset and then refer back to this along the way and after the event to ensure you did it.  After the event, consider evaluating what happened and how for future reference. 

Set a budget 

Budgeting is crucial from the start, as this guides the kind of event you will hold.  If budgeting is not done properly costs can escalate.   Write a list of the things that you will need for your event that could cost money (eg. venue hire, sound equipment)  and think about how you can raise money to cover these or get sponsorship. Local business, churches or community groups might be willing to help out. 
Setting the door charge or ticket price of your event will also form part of your budget but you will need to lock in your band line up before you do this.
Finding a Venue 

The venue is probably one of the most challenging and important things that you need to organise. There are a variety of venues that you can book like community halls, pubs, clubs and school auditoriums which can all be a great venue for your concert.  
Some key things to keep in mind when finding a venue are capacity (you don’t want a big venue if you expect a small audience and vice versa), location (is it close to your audience, is there public transport access), equipment provided (does the venue already have sound gear) and age restrictions (most venues that serve alcohol are unable to have underage guests).
Make sure that you get the venue owners on board. Explain to them why you are putting on the concert. Some companies may offer their space for free if they know it is for a charitable cause (especially on a week night), as its great publicity and goodwill for their business. 

Finding a Band

If you are the band that is great you can tick one thing off your checklist. If not ask your friends and family if they know any musicians or have any industry contacts. Having connections like this makes it much easier to convince an artist to play at your show, especially if you are offering a reduced rate or asking them to play for free. 

If you don’t know anybody in the music business it is time to do some research and make some calls. University music departments can be a good place to start, as they will have contact with several young musicians who are looking for some performance experience. 

The only way to find a professional band is to contact them directly or their agent. All regions have local professional acts that might play at your show, and these bands might attract a bigger audience as their fans will probably attend. 
Promoting Your Event 
If you have managed to secure a band and a venue you are well and truly on your way to making your START THE MUSIC event a success. Now you need to begin publicising your event. 
Publicity is crucial for a successful event.  Make fliers for your event and post them in popular places in your community like the supermarket, churches, libraries, community centres, kiosks, local bars and coffee shops. Tap into your own resources post your event on facebook and ask all of your friends to do the same. We encourage you to send out press releases to the local newspapers, websites, radios stations and televisions stations for the community calendar. 
If you have a bigger budget and a good graphic designer you may want to pay for a newspaper ad. 

Send your event details to STOP THE TRAFFIK Australia and we will promote in on our website

Get hold of STOP THE TRAFFIK resources 

Contact the STOP THE TRAFFIK office in advance to get hold of our latest campaigns resources to promote at the event.  Also use the website (http://stopthetraffik.org.au) to access lots of useful resources: petitions, videos and images. 
Some Important Bits 

Licensing 

If you are not holding your event at a venue that is licensed and you are planning to sell alcohol then you will require a license under your state government laws regulating the sale of alcohol. This applies to all events of any size irrespective of whether you charge admission or not.  

If you do not apply for a licence and you should have done so, you are operating outside of the law. Your local council or police station will be able to advise you on what licence is appropriate but you should allow plenty of time to ensure that you get it completed within the required timescales. 

Health and Safety 

Every event organiser has a legal and moral responsibility to ensure the health, safety and well-being of those working at, attending or affected by the concert. As an organiser, you will need to look at what you are planning and consider how you will manage the health and safety aspects. 

Central to your health and safety planning will be a Risk Assessment. This does not need to be overly complicated. You will need to look at the hazards posed by what you are doing, who could be harmed and how, and what you will do to reduce the risk. For example, some of the hazards at your event might include noise level, crowd management, and electrical connections possibility of a fire. 

You may also need to create an Event Safety Plan. This document details exactly how you will implement everything highlighted in the Risk Assessment. It covers organisational structures as well as procedures for fire, evacuations, first aid, stewarding, and traffic management and so on. Again, this does not need to be a ream of paper but it does need to reflect the nature of the event. 

Insurance

Any activity should have appropriate insurance. If you are part of a school, church or organisation, you may be covered under your organisation’s existing insurance policies. If you are not please ensure that you look into obtaining cover for your event. 
On The Day 
Set Up

Make sure that you can have access to the venue several hours before the concert so that you can ensure that everything is in order. It is also important that the bands are allowed to do a sound check before their performance.  You may also want to put up some posters and decorate the venue. 

Ensure that you have delegated volunteers specific roles for the night and that they are aware of their roles. For example, you will need someone to be at the front desk, you will need a stage manager, merchandise seller etc. 
Spread the Word

Please ensure that you speak on the night about human trafficking. Inform the members of your community about ways that they can get involved in helping raising awareness. Please be sure to mention some of STOP THE TRAFFIK’s current campaigns. We will be more than happy to provide you with any information that we can to help you. 

Please take photos on the night as we would love to post them on our website. 

Enjoy!

We hope you and your audience have a fantastic time at your event! 
AFTER THE EVENT

Clean up

Make sure you leave the venue space as you found it. Ask the whole team to help with this as it can take some time!
Thank yous

Remember to thank all your bands and volunteers. You may want to thank bands with a gift if they have donated their performance for the night.

Contact us
Please send us an email or give us a call and let us know how your event went. We would also really love to see any photos or film footage you took at the event and we will add some to our website if you are happy for us to do so. 

If you raised any money for STOP THE TRAFFIK through your event you can donate it through the website or contact us directly to donate by credit card or direct deposit. 
Thank You  
We really appreciate that you have decided to commit your time and effort to contributing to the work of STOP THE TRAFFIK. Human trafficking is an issue that requires action from the whole community and Start the Music, allows musicians and music fans to actively contribute to raising awareness of human trafficking in an artistic way. 

All proceeds from the night will go to STOP THE TRAFFIK Australia campaigns and projects to combat human trafficking in Australia and around the world.

STOP THE TRAFFIK Australia

stopthetraffik@gmail.com
03 9251 5271

www.stopthetraffik.org.au 
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HOW TO USE CREATE A PRESS RELEASE FOR YOUR EVENT
In today’s age of 24-hour non-stop news, sending out a press release (mostly by email) is the accepted way of giving journalists accurate details of any event or story.
DON’T automatically fear the media! Most journalists are trying to do a good, accurate job, but are working to very tight deadlines. Using this template will help you to help them.
Your main headline: You are most likely to be sending your press release to your local paper. Eg: if you live in Brimbank, Victoria, then it will be the Brimbank Leader. By saying in your headline that your concert is being planned by a church/community organisation/group of local people who are from Brimbank, you may automatically grab the interest of the news editor or reporter looking at your press release – they will know it is a local story relevant to them.

Your sub-headline: Is optional, but allows you to give a bit more key detail about your concert. For both the main and sub-headline, DON’T waste time trying to think up clever or witty headlines – that’s the journalist’s job! It is far better to simply say it as it is. Putting quotes into your press release: May well save you time, as a journalist writing a short article may well be able to use the quotes you have provided, and won’t need to ring you to get one.

The box for contact details: Is VITAL! If journalists need more information, or want to do a big piece on your concert, they need to be able to see clearly and at a glance whom to contact. 

The “Notes to editors” section: Is where you can add important “background” information, like the STOP THE TRAFFIK website. You might want to add basic transport details for getting to your event; the full address of any venue, or a web link showing a map of the location etc.

PRESS RELEASE TIPS

Names of organisations can take up a lot of space. You can save space by writing, for example, Brimbank Boys Brigade (BBB) and then (BBB) thereafter.

Never assume that a journalist will have heard of your organisation. Be prepared, if necessary, on your press release to insert a few words explaining who you are and what you do/stand for. 
 Always make sure as a courtesy, that the band get to see the press release before it goes out, so that you can double-check they are happy with what you have written and how they have been described.

Remember that you want your press release to result in a story in the local media, whose audiences may know nothing at all about human trafficking, and who may come from different backgrounds. Keep whatever you add to the template accessible to, and easily understood by, people from all backgrounds.

WHO TO SEND YOUR PRESS RELEASE TO

Local papers love stories about local people doing unusual things, especially activities like this one. 
You can find contact details for your local paper by: 

· Buying a copy and flicking through to find the contents page – you will want to speak to the editorial department, in particular the news desk (not the advertising or any other department!).
· Going to their website. Every paper will have their general contact details on their website.
SENDING OUT YOUR PRESS RELEASE:

Call your local paper and ask to speak to the news desk.

When put through, say that you have a local story you hope they will be interested in, and be ready to give very brief details – but be aware that journalists are busy, so keep to the point! If they tell you that you have called on the day they go to press, then offer to call back the following day when things will be calmer for them.

You will almost certainly be asked to email your press release – don’t be afraid to double-check you write down the correct email address.

DO get the name of whom you have spoken to. Send your press release with a brief covering email. Think about what title to put on your email – again, you want to do your utmost to grab the interest and attention of the recipient(s). Eg; News story: campaign event to be held in Brimbank + Date. 
Ask as well if the paper has a “what’s on” or event listing section that it might it also be relevant for you to send details of your event to.

WHEN TO SEND OUT YOUR PRESS RELEASE

Most local papers come out either daily or weekly on a particular day. Check in advance and get your press release to them in time! Ideally, you will get coverage both in advance — to let people know your event is happening.
OTHER MEDIA

As well as contacting your local paper, don’t forget local community websites, newsletters etc. There are of course also local radio and TV programmes. But do remember that radio and TV programmes need people who are happy to be interviewed and/or filmed – if no one in your team feels happy or confident doing that, then you may want to think twice before sending your press release to these types of media! All the best – and thank you for the valued contribution you are making towards STOP THE TRAFFIK bringing about lasting change.
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