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 About this manual 

 
The Home & Heart Event Organisation and Replication Manual is a practical guide for municipalities, sport 
federations, sport clubs, community organisations and project partners that want to organise a family-focused 
sport festival inspired by the Home & Heart model. It translates the project experience into a reusable event 
methodology covering planning, coordination, participant recruitment, programme design, inclusion, safety, 
communication, digital engagement, monitoring and long-term continuation. 

The structure draws on two practical sources supplied for the project: the earlier Manual for Organisation of the 
BeActive Beach Games and the Event Organization Guideline checklist. The manual does not copy those sources 
mechanically; it adapts their planning logic to the Home & Heart model and to the lessons from the 2026 
implementation in Riga. 

 
Examples of Home & Heart Family Cup activities used as practical reference material. 

Pilot element Riga 2026 reference 

Public festival 19 September 2026, Uzvaras Park, Riga; free participation; 11:00-17:00. 

Public engagement 657 families and 2,320 participants. 

International Family Cup 50 family teams / approximately 200 active participants. 

Structured competition 12 Family Cup activity stations with live results and standings. 

Digital legacy Livestream, educational content, practical guides and resources available through the 
Digital Knowledge Hub. 

 

How to use the manual 
Sections 1-15 explain the event model and organisational process. The appendices reproduce the operational 
checklist framework as practical templates that can be copied into a local event plan and assigned to named 

owners. 
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1. Introduction and purpose 

 
Home & Heart is designed as more than a one-day sports event. It is a family-centred participation model in which 
children and adults discover physical activity together, interact with sport organisations, learn practical health 
and safety messages, and build positive shared experiences. 

The manual provides a step-by-step framework that can be adapted to different countries, municipalities, venues 
and event sizes. It is deliberately flexible: a local organiser may implement a compact family activity day with a 
small number of stations, while a larger organiser may combine an open public festival, a structured Family Cup, 
a stage programme, educational content and digital participation. 

Replication principle 
Keep the core values - family participation, inclusion, cooperation, varied physical activity, learning, safe 

delivery and long-term access to resources - while adapting the scale and detailed programme to the 
local context. 

 
 

 
2. The Home & Heart festival model 

 

Model component Purpose Typical implementation 

Open public festival Low-threshold access to many forms of 
sport and movement. 

Free try-out stations, demonstrations, workshops, 
activity cards and family-friendly side programme. 

Family Cup Structured teamwork and measurable 
family participation. 

A common circuit of family challenges with 
timing/scoring, standings and a final. 

Educational 
programme 

Practical knowledge that supports 
healthier family habits. 

Short expert sessions, interviews, quizzes and 
activity-based learning. 

Inclusion and support Reduce barriers to participation. Free access, adapted tasks, clear information, 
targeted recruitment and support staff. 

Digital engagement Extend the event beyond the venue and 
date. 

Livestreams, videos, guides, interactive tools and the 
Digital Knowledge Hub. 

Replication and legacy Allow other organisations to use the 
model. 

Manuals, templates, activity instructions, case 
studies and reusable digital resources. 

 

The wider festival should prioritise participation and discovery rather than elite performance. Competition can be 
motivating, especially in the Family Cup, but families should also have non-competitive ways to participate, learn 
and enjoy movement together. 



 

 

 
3. Core principles for replication 

 

 
Family first: Design the event around adults and children taking part together, rather than creating separate 
parallel experiences. 

Sport for all: Choose activities that can be tried without previous sport experience and that can be adjusted to 
different ages and abilities. 

Cooperation and communication: Include tasks that require family members to coordinate, communicate, solve 
problems and support each other. 

Choice and flexibility: Allow families to choose activities, move at their own pace and take breaks; avoid forcing 
one fixed route on all visitors. 

Inclusion by design: Consider mobility, language, cost, confidence, disability and family circumstances during 
planning rather than treating accessibility as an afterthought. 

Learning through participation: Use sport and play to communicate practical messages about health, safety, 
nutrition, inclusion and everyday movement. 

Digital continuity: Preserve useful content online so that families and organisations can continue using the 
project materials after the event. 

Local adaptation: Retain the core concept while adapting activities, partners, venue and communication to local 
needs and resources. 

  



 

 

 
4. Planning timeline and workstreams 

 

 
For a large multi-partner family festival, planning should normally start around 9-12 months before the event. The 
exact lead time depends on venue permissions, procurement, international participation, temporary 
infrastructure and the scale of the public programme. 

Timing Priority actions Outputs 

T-12 to T-9 months Define concept, objectives, scale and target groups; identify 
date/venue options; establish core team; draft budget. 

Concept note, draft budget, 
preliminary responsibility matrix, 
preferred date and venue. 

T-9 to T-6 months Secure venue; engage municipality and sport partners; map 
permits; define activity formats; establish risk register. 

Venue confirmation, partner list, 
permit plan, draft programme, initial 
risk register. 

T-6 to T-3 months Open recruitment; contract suppliers; confirm activity 
providers; develop registration, accessibility and digital plans. 

Registration system, supplier 
list/contracts, activity list, staffing 
and communication plan. 

T-3 to T-1 month Finalise programme, site map, logistics, equipment, volunteers, 
medical/safety arrangements and participant information. 

Final programme, technical map, 
contact list, volunteer schedule, 
emergency procedures. 

Final 2 weeks Confirm participants and suppliers; check weather; brief all 
parties; test systems; prepare materials. 

Final operational pack and go/no-go 
decision procedure. 

Event day Operate registration, activities, stage, support points, safety, 
media and data collection. 

Delivered event and 
implementation evidence. 

T+1 day to T+2 
weeks 

Thank stakeholders; publish content; analyse participation; 
collect feedback; close operational issues; hold debrief. 

Evaluation, lessons learned, data 
summary and follow-up actions. 

 

Minimum critical documents 
Event concept; responsibility matrix; milestone plan; budget; venue/site plan; programme; participant 

journey; risk register; emergency contacts; weather contingency plan; supplier register; communication 
plan; volunteer plan; accessibility checklist; data and evaluation plan. 

 
  



 

 

 
5. Governance, roles and partner responsibilities 

 
One organisation should hold overall responsibility, while each workstream has one clearly identified owner. 
Supporters and suppliers may assist delivery, but accountability should remain explicit. The uploaded checklist is 
useful here because it links each workstream to an owner, dependencies, deadlines, priority and status. 

Workstream Lead responsibility Typical support 

Overall coordination Event director / project coordinator Core organising team, municipality, venue 

Venue and technical setup Technical manager Event supplier, venue operator, activity 
providers 

Sport and activity 
programme 

Programme lead Sport federations, clubs, coaches, instructors 

Family Cup Competition lead Station supervisors, results team, volunteers 

Registration and participant 
data 

Registration/data lead IT support, partner organisations 

International families Participant logistics lead Associated partners, travel/accommodation 
providers 

Safety and medical Safety lead Medical provider, security and public services 
where required 

Accessibility and inclusion Inclusion focal point Venue, volunteers, activity providers 

Communication and media Communication lead Partners, photographer/video team, media 
contacts 

Livestream and digital Digital lead AV supplier, content team, Knowledge Hub 
team 

Volunteers Volunteer coordinator Team leaders and workstream owners 

Finance and procurement Financial/administrative lead Project manager, suppliers 

Monitoring and evaluation Reporting lead Registration team, survey/data support, partners 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 
6. Participant recruitment and family journey 

 

 

6.1 Define the target groups 
The Home & Heart approach is designed for families across generations and should actively include people who 
may have fewer opportunities to participate in organised sport. Depending on local priorities, targeted groups 
may include families with low sport participation, low-income families, single-parent families, migrant or recently 
relocated families, people with disabilities and other groups identified together with local partners. 

6.2 Recruitment channels 
• Partner organisations and sport federations 

• Municipalities, schools, youth centres and family organisations 

• Social services, NGOs and organisations working with vulnerable groups 

• Sport clubs and community associations 

• Event website, social media and newsletters 

• Local media and partner communication channels 

• On-site registration where capacity and safety arrangements allow it 

6.3 Participant journey 
Stage What should happen Main tools 

Registration opens Use a simple form and collect only information necessary 
for delivery and reporting. 

Online form, privacy notice, 
confirmation email 

Pre-event 
communication 

Send programme, location, arrival instructions, accessibility 
contact and weather updates. 

Email, website, FAQ, map 

Arrival Make the entrance, registration and information points 
easy to identify. 

Signage, volunteers, queue plan 

Check-in Confirm participation and distribute activity cards or other 
materials. 

Participant list, cards, identifiers 

Participation Families choose public activities or follow their Family Cup 
schedule. 

Map, activity card, station staff 

Support Keep information, medical and accessibility assistance 
visible throughout. 

Info point, medical point, contact list 

Feedback Collect short feedback while the experience is still fresh. QR survey, staff prompts 



 

 

Stage What should happen Main tools 

Follow-up Share photos, results, learning resources and further 
activity ideas. 

Email, social media, Digital 
Knowledge Hub 

 

 
  



 

 

 
7. Venue, infrastructure and accessibility 

 

 
Example of the Home & Heart festival territory concept used during venue planning. 

The venue should support safe movement between activities, visible support points and flexible family 
participation. Existing public infrastructure should be used where possible to reduce cost, but it still needs to be 
inspected for capacity, accessibility and operational risks. 

Zone / requirement Planning questions 

Entrance and registration Can families find the entrance easily? Is there enough space for queues and activity-card 
distribution? 

Activity zones Are stations separated enough for safe movement, throwing and queues? Can each 
provider access equipment/power if required? 

Family Cup Can structured stations operate without interference from general visitor flow? 

Stage / demonstrations Are sightlines, sound, power and technical/backstage areas suitable? 

Information and medical Are support points easy to identify from main visitor routes? 

Food and water Are they separated from active sport zones and supported by waste collection? 

Toilets and rest Are facilities sufficient for the expected audience and usable by people with different 
mobility needs? 

Technical and storage Is there secure space for equipment and controlled supplier access? 

Emergency access Can emergency services reach key areas without obstruction? 



 

 

Zone / requirement Planning questions 

Weather protection What shelter or indoor alternatives exist? What elements must be moved, shortened or 
cancelled in severe weather? 

 

Accessibility approach 
Accessibility should be understood broadly: physical access, clear information, readable signage, flexible 
participation, reasonable task adaptation, places to rest, access to support staff and inclusive communication. For 
wheelchair users and people with reduced mobility, review surfaces, gradients, route widths, thresholds and 
distances between key points. If an activity cannot be made fully accessible, provide meaningful alternative 
participation rather than excluding the person from the family experience. 

  



 

 

 
8. Programme design and public activity zone 

 

 
Home & Heart activity examples: basketball challenge, target knockdown, recycling game and moving-spoons teamwork 
challenge. 

A strong Home & Heart programme combines energetic, technical, strategic, educational and lower-intensity 
activities. The public offer should not depend on one ability or one sport, so that different family members can 
find something enjoyable and achievable. 

Format Use in a family festival Examples 

Try-out station Short, low-threshold participation supported by an 
instructor. 

Archery, floorball, table tennis, crossminton 

Demonstration Show unfamiliar sports and invite families to try 
selected elements. 

Kendo, jiu-jitsu, luge training, parasport 

Family challenge A clear task completed together. Obstacle tasks, precision throws, relays 



 

 

Format Use in a family festival Examples 

Mind / precision 
activity 

Alternative to high-intensity movement. Bridge, darts, novuss, curling 

Educational station Combine activity with practical learning. Water safety, recycling, healthy habits 

Digital / technology 
activity 

Use technology to create interest and measurable 
challenges. 

Virtual cycling, reaction/robot activities 

Structured 
competition 

Common route, rules, scoring and standings. Family Cup 

Stage activity Create shared visibility and energy for the whole 
venue. 

Sport demonstrations, interviews, warm-ups 

 

 
Public engagement tool 

In Riga, each participant received an activity card and collected a mark after completing activities. 
Families reaching the required minimum became eligible for the prize draw. This simple mechanism 

encouraged visitors to try several sports rather than only one station. 

 
 

 
9. Family Cup model and station design 

 

 

 
Examples from the 12-station Home & Heart Family Cup, illustrating teamwork, communication, precision and problem-
solving. 



 

 

The Family Cup is the structured competition component of the Home & Heart model. It is designed around 
cooperation, communication, shared decision-making and varied abilities rather than pure speed or strength. 

In the 2026 format, 50 family teams / approximately 200 participants engaged across 12 stations. Eleven stations 
were family/team activities and one was an individual bonus station. Team stations were primarily ranked by 
finishing time, with lower overall points producing the better final position. 

Station Main challenge Family skill emphasised 

1. Laser Biathlon Target shooting and relay movement. Focus, pacing, shared relay responsibility 

2. Ringo Flamingo Place rings on targets from adapted throwing 
lines. 

Accuracy, strategy, role choice 

3. Obstacle Course Blind participants navigate using verbal 
guidance. 

Trust, communication, listening 

4. Ball Path Coordinate a shared board to move a ball. Fine coordination, teamwork 

5. Basketball Shots Score in five different hoops. Accuracy, task-sharing 

6. Ball Knockdown Knock down targets with different balls. Strategy, accuracy, cooperation 

7. Ladder Golf Reach a target score with bolas. Precision, role allocation 

8. Duck Race Move a floating duck using air only. Coordination, patience 

9. Cube Puzzle Assemble a large picture puzzle. Problem-solving, communication 

10. Recycling Game Sort waste-item tokens correctly. Learning, teamwork, decision-making 

11. Moving Spoons Transfer a ball through a spoon sequence. Timing, coordination 

12. Blow Challenge Individual distance challenge with bonus points. Individual contribution to family result 

 

Station design rule 
Each Family Cup station should have a clear objective, standard equipment list, setup instructions, simple 

rules, measurable result, age/ability adaptation, maximum operating time, safety rule and trained supervisor. 

 
A station is easier to replicate when its objective, adaptation logic, teamwork role and safety rule are all explicit. 

 
  



 

 

 
10. Safety, safeguarding, permits and data 
protection 

 
Safety planning is a core organisational workstream. Requirements depend on the host country and municipality, 
so organisers must confirm applicable legal and administrative obligations with competent local authorities and 
professional service providers. 

Area What to confirm 

Venue / municipal 
permissions 

Right to use the site, temporary structures, public event permissions and any local conditions. 

Medical / first aid Coverage level, location of medical point, emergency access, incident escalation and 
documentation. 

Security / public order Security needs, police/fire coordination where required, crowd movement and emergency 
access. 

Child safeguarding Adult responsibilities, staff conduct, lost-child procedure and supervision principles. 

Photo / video Transparent information about photography and filming and any consent process required. 

Data protection Only necessary data collected; access, retention, participant information and reporting use 
defined. 

Activity-specific safety Every station provider supplies rules, equipment checks and safe operating boundaries. 

Weather Decision thresholds, monitoring responsibility, communication chain and alternative delivery 
plan. 

Incidents Single incident log and named person responsible for escalation and follow-up. 

 
For throwing, striking or moving-object activities, active zones should be clearly separated from waiting areas. 
Participants should enter retrieval or target areas only when the station supervisor confirms it is safe. 

 

 
11. Weather and contingency planning 

 

 
Outdoor family events need a realistic contingency plan that can be activated quickly. The Home & Heart 
experience demonstrated that weather planning must cover not only the public festival, but also international 
participants, accommodation, transport, suppliers and already-booked travel. 



 

 

Contingency question Recommended preparation 

Who decides? Name the person or group authorised to postpone, relocate, shorten or cancel the 
event. 

What triggers action? Define weather/safety thresholds and monitoring sources in advance. 

When is the decision made? Set decision points that allow suppliers, participants and authorities to react. 

What can move indoors? Identify programme elements that can continue safely in an indoor venue. 

What can be rescheduled? Pre-agree alternative date options and supplier change conditions where possible. 

How are people informed? Prepare website, email, social and partner-message templates before the event. 

What happens to international 
guests? 

Maintain a separate continuity plan for participants who cannot simply return later. 

How are costs managed? Clarify cancellation/change clauses and maintain contingency budget. 

 

Riga 2026 weather lesson 
The original public festival date was 22 August 2026. Because of the red weather warning, the public 
outdoor festival was postponed to 19 September. International families and partners were already in 
Riga, so their programme was adapted and moved indoors rather than cancelled. Future organisers 

should therefore separate the public-event contingency plan from the invited/international-participant 
continuity plan. 

 
 

 
12. Volunteers, staffing and partner coordination 

 
Volunteers and partner staff often determine whether a large public event feels clear and welcoming. 
Recruitment should be followed by role-specific briefing rather than only a general introduction. 

Role Typical responsibilities Briefing needs 

Registration Check-in, activity cards, participant questions. Registration system, queues, privacy 

Information Directions, programme questions, lost-and-found 
support. 

Site map, contacts, escalation 

Activity support Queue support, setup/reset, participant guidance. Station rules and safety boundaries 

Family Cup Timing, result recording, team movement. Scoring rules, result system, station 
flow 

Stage / AV Speaker readiness, demonstrations, technical 
coordination. 

Run-of-show, equipment, contact 
chain 

Accessibility support Assist with directions and practical access needs. Inclusive communication, routes, 
escalation 

Medical / safety First response and incident management. Professional procedures and site 
layout 

Media / content Photos, video, interviews and live updates. Shot list, consent/visibility rules, key 
messages 

Clean-up / logistics Waste, equipment movement and site reset. Waste plan, technical zones, supplier 
handover 

 
All operational staff should receive a final event brief containing the site map, programme, responsibility matrix, 
emergency contacts, weather plan, escalation chain and any participant-specific support information necessary 
for their role. 



 

 

 
13. Communication and digital engagement 

 

 
Communication has two functions: attracting and preparing participants, and extending the educational and 
dissemination value of the project. Partners should receive ready-to-use assets so national and local promotion 
stays consistent while remaining easy to adapt. 

Phase Communication priorities 

Before registration Event concept, date, location, target groups, participation conditions and what families can 
expect. 

Registration campaign Clear call to action, activity highlights, partner/federation content and accessibility contact. 

Final week Arrival information, map, programme, weather updates, what to bring and any changes. 

Event day Live updates, activity highlights, family stories, results, safety information and schedule 
changes. 

After event Thank-you message, photos/video, results, participation data, surveys and links to further 
resources. 

 

Digital Knowledge Hub and livestream 
The Digital Knowledge Hub at familyactivityhub.com provides a long-term resource library for families, coaches, 
sport organisations, municipalities and policymakers, together with practical tools such as the Family Activity 
Generator. The 2026 livestream also included family interviews and interactive learning on water safety, healthy 
eating habits, raising healthy athletes, how sport supports children’s development and movement as part of 
everyday life, supported by quizzes on these topics. 

Digital Knowledge Hub: https://familyactivityhub.com/ 

Crisis communication 
Prepare draft messages for severe weather, programme changes, delays, venue changes and safety 

incidents before the event. State what changed, why, what participants should do and where the next 
update will appear. 

 
  

https://familyactivityhub.com/


 

 

 
14. Sustainability, budget, monitoring and post-
event follow-up 

 

14.1 Sustainability and inclusion 
• Use existing infrastructure where possible. 

• Reduce unnecessary single-use materials and printing. 

• Provide visible waste collection and sorting. 

• Plan responsible catering and water provision. 

• Promote public transport, walking and cycling access. 

• Protect grass, trees and other sensitive areas during setup and dismantling. 

• Keep digital resources accessible after the event. 

14.2 Budget and procurement 
Cost area Examples 

Venue and permissions Venue hire, permits and municipal requirements 

Technical infrastructure Tents, stage, sound, power, barriers, furniture 

Sport equipment Station-specific equipment, rental and transport 

Participant materials Activity cards, T-shirts, medals, identifiers 

Safety and accessibility First aid, security, accessibility measures 

Communication Design, printing, advertising, media production 

Digital delivery Livestream, registration/results systems, web services 

Travel and accommodation Invited families, partners and staff where applicable 

Food and water Catering, refreshments and water provision 

Staff / volunteers Subcontracting, volunteer support and briefings 

Documentation Photography, video, reporting and translation 

Contingency Weather changes, replacement equipment and additional logistics 

 

14.3 Monitoring and evaluation 
Monitoring should be planned before the event so that participation and engagement can be evidenced rather 
than reconstructed later. Useful sources include registrations, attendance counts, activity-card completions, 
Family Cup station results, livestream statistics where available, surveys, media monitoring, incident logs and 
partner feedback. 

For the Family Cup, the live results platform provides especially strong engagement evidence because 
participation is recorded through station results, points, standings and final qualification rather than attendance 
alone. For the public festival, activity cards provide a practical indicator of how broadly visitors interacted with the 
activity offer. 

14.4 Post-event wrap-up 
• Close supplier handovers, invoices and contractual issues. 

• Confirm the venue has been restored and temporary infrastructure removed. 

• Thank participants, partners, federations, suppliers, volunteers and supporters. 



 

 

• Publish results, photos, video and key participation statistics. 

• Collect surveys and hold an internal/partner debrief. 

• Update the risk register with actual issues and responses. 

• Record lessons learned and improvements for the next edition. 

• Upload reusable materials to the Digital Knowledge Hub. 

• Identify organisations interested in local replication and future funding. 

 
A simple post-event rhythm helps convert a one-day festival into reusable knowledge and future activity. 

 

  



 

 

 
15. Riga 2026 implementation example and 
lessons learned 

 

 
Riga 2026 brought the Home & Heart model together in practice: structured family teamwork, open public 

participation and a reusable digital legacy. 

Element Riga 2026 example 

Public festival 19 September 2026, Uzvaras Park, Riga; 11:00-17:00; free participation. 

Public participation 657 families and 2,320 participants. 

Public activity offer A broad programme delivered with Latvian sport federations and partner organisations. 

Engagement mechanism Individual activity cards with marks for completed activities and prize-draw eligibility. 

Family Cup 50 family teams / approximately 200 participants; 12 stations; live results and standings. 

Digital component Livestream, interviews, educational sessions, quizzes and post-event access to project 
materials. 

Weather adaptation Original public date postponed because of severe weather; international programme 
continued indoors; public festival delivered later. 

 



 

 

Practical lessons 

1. CENTRAL COORDINATION 

Use a clear central coordination structure when many 
sport federations and suppliers work simultaneously. 

2. TWO LINKED FORMATS 

Keep the open public festival and Family Cup linked 
conceptually but manage them as related operational 

sub-events. 

3. MEASURE PARTICIPATION 
Use simple engagement tools such as activity cards and 
live standings to encourage participation and generate 
measurable data. 

4. PREPARE COMMUNICATION 
Prepare partner-ready communication assets early. 

5. PLAN FOR WEATHER 
Treat weather planning as an operational, communication 
and financial issue. 

6. OFFER VARIED ACTIVITIES 
Offer activities with different intensity and skill profiles so 
more family members can participate meaningfully. 

7. MAKE LEARNING INTERACTIVE 
Integrate educational content into interactive formats 
such as interviews, demonstrations and quizzes. 

8. PACKAGE FOR REUSE 
Prepare reusable outputs during implementation so they 
can be published quickly in the Digital Knowledge Hub. 

 

Family participation works best when operational clarity and a welcoming event atmosphere are designed 
together. 

  



 

 

 
Appendix A. Complete Home & Heart 
organisation checklist templates 

 

 

The following templates are adapted directly from the uploaded Event Organization Guideline workbook. They 
retain the checklist logic - ownership, deadlines, dependencies, suppliers, status and evidence - while replacing 
race-specific wording with Home & Heart family-festival terminology where necessary. Organisers can copy the 
tables into their own workbook or use them as printable planning sheets. 

 

Checklist use 
Add rows where needed; be specific about owners and deadlines; mark non-applicable items as N/A rather 

than deleting them; and use relative timing (for example T-6 months) where the exact event date has not yet 
been fixed. 

 

 



 

 

A1. Event profile 
HOME & HEART ORGANISER WORKSHEET  •  Complete locally, assign an owner and update as planning progresses. 

Item Local organiser input 

Country  

City / region  

Event title  

Event date  

Event type / discipline  

Webpage  

Short overview of the event  

Main goal of the event  

Main target groups  

Short description of main activity 
/ Family Cup format  

Short description of public festival 
/ side programme  

Key expected outcomes  

Specific local conditions to 
consider  

 

 



 

 

A2. Roles and responsibilities 
HOME & HEART ORGANISER WORKSHEET  •  Complete locally, assign an owner and update as planning progresses. 

Workstream / area Responsible team Support / partner Supplier / stakeholder Deadline Status 

Overall event coordination      

Venue / site planning      

Permits and local approvals      

Risk assessment and safety      

Medical / first aid      

Registration system      

Participant communication      

Volunteer recruitment      

Volunteer briefing and 
scheduling      

Equipment and logistics      

Registration / information area 
setup      

Branding and signage      

Stage / sound / AV      

Programme delivery      

Festival activities / workshops      

Sponsors and partner activations      

Catering / refreshments / water 
points      

Accessibility and inclusion      

Environmental sustainability      

Family Cup / structured 
challenges      

Photography / video      

Media / PR / social media      



 

 

Workstream / area Responsible team Support / partner Supplier / stakeholder Deadline Status 

Surveys / participant feedback      

Data collection and reporting      

Post-event wrap-up      

 

  



 

 

A3. Key milestones 
HOME & HEART ORGANISER WORKSHEET  •  Complete locally, assign an owner and update as planning progresses. 

Milestone Deadline / date Owner Dependency Status Notes 

Event date confirmed      

Venue confirmed      

Event documents finalised 
(programme, rules, action plan, 
budget, etc.) 

     

Permits submitted      

Permits approved      

Suppliers selected      

Registration opens      

Communication campaign starts      

Volunteer recruitment starts      

Training / briefing plan finalised      

Equipment order confirmed      

Final programme approved      

Final risk review completed      

Event team coordination 
completed      

Event delivered      

Participant reporting completed      

Post-event evaluation 
completed      

 



 

 

A4. Permits, compliance and safety 
HOME & HEART ORGANISER WORKSHEET  •  Complete locally, assign an owner and update as planning progresses. 

Requirement Needed? Owner Deadline Status Notes / evidence 

Venue permission      

Municipal permit      

Public event approval if required      

Police notification / approval      

Fire department notification / 
approval      

Medical / first aid coverage      

Insurance      

Child safeguarding 
arrangements      

Photo / video information or 
consent process      

Data protection / GDPR 
arrangements      

Emergency procedures      

Weather contingency plan      

Incident reporting process      

Accessibility / barrier-free access 
review      

 



 

 

A5. Venue and infrastructure register 
HOME & HEART ORGANISER WORKSHEET  •  Complete locally, assign an owner and update as planning progresses. 

Type / item Details Qty Owner / supplier Delivery / 
readiness Notes 

Venue name      

Full address      

Main visitor access      

Accessibility by public transport      

Parking availability      

Water access      

Electricity access      

Toilets / sanitary facilities      

Waste management points      

Shelter / indoor backup      

Entrance and registration area      

Family Cup area      

Public festival activity zone      

Stage / demonstration area      

Information / medical point      

Bag storage / staff storage if 
needed      

Event documentation      

Technical equipment and tools      

Fences / barriers      

Gazebos / tents      

Tables and chairs      

Sound system / microphones      

Stage / screens      



 

 

Type / item Details Qty Owner / supplier Delivery / 
readiness Notes 

Benches / seating      

Water stations      

Medical station      

Signage      

Flags / banners      

Activity-specific equipment      

Medals / prizes      

Activity cards / participant 
identifiers      

T-shirts / branded materials      

Recycling bins      

 

  



 

 

A6. Programme schedule 
HOME & HEART ORGANISER WORKSHEET  •  Complete locally, assign an owner and update as planning progresses. 

Time Activity Lead person / team Needed equipment / setup Notes 

Pre-event day Site handover, move-in and setup    

Event opening Registration / check-in / activity cards    

Opening Welcome and orientation    

Morning Family Cup / public activities / demonstrations    

Midday Stage programme / educational sessions / 
interviews    

Afternoon Festival activities / workshops / try-outs    

Before closing Prize draw / Family Cup final / awards as relevant    

Closing Closing announcement    

After closing Dismantling and site reinstatement    

 

  



 

 

A7. Participant journey 
HOME & HEART ORGANISER WORKSHEET  •  Complete locally, assign an owner and update as planning progresses. 

Stage What happens Responsible team Materials / systems needed Risks / notes 

Registration opens     

Pre-event communication     

Arrival at venue     

Check-in / registration 
desk     

Activity-card / material 
distribution     

Opening / orientation     

Family Cup start or public 
activity participation     

Route / venue support and 
refreshment points     

Stage / educational 
engagement     

Prize draw / awards     

Survey / feedback 
collection     

Departure / follow-up 
communication     

 

 

  



 

 

A8. Communications and promotion 
HOME & HEART ORGANISER WORKSHEET  •  Complete locally, assign an owner and update as planning progresses. 

Activity Channel Audience Owner Start End Key message / asset Notes 

Event announcement        

Registration campaign        

Targeted outreach to 
families        

Volunteer call        

Partner / federation 
visibility        

Educational-content 
promotion        

Event-day live coverage        

Media relations        

Weather / change 
communication        

Post-event thank-you 
campaign        

Post-event video / photo 
dissemination        

Promotion of Digital 
Knowledge Hub / follow-
up activities 

       

 

 

  



 

 

A9. Volunteers and staffing 
HOME & HEART ORGANISER WORKSHEET  •  Complete locally, assign an owner and update as planning progresses. 

Role Number Shift / time Coordinator Brief description Training needed 

Registration desk      

Information point      

Family Cup station support      

Public activity-zone support      

Stage / AV support      

Accessibility support      

Water / refreshment point      

Survey support      

Photography / video support      

Clean-up crew      

Logistics / runner support      

Festival operations team      

 

 

  



 

 

A10. Budget and suppliers 
HOME & HEART ORGANISER WORKSHEET  •  Complete locally, assign an owner and update as planning progresses. 

Cost area Estimated budget Confirmed budget Supplier / provider Owner Status Notes 

Venue       

Permits       

Communication       

Equipment rental       

Transport and logistics       

Technical equipment and 
sport materials       

AV / sound       

Medical / first aid       

Branding / print       

T-shirts / medals / 
participant materials       

Catering / water       

Photography / video       

Staff / subcontracting       

Volunteer costs       

Accessibility measures       

Waste / sustainability 
measures       

Travel / accommodation if 
applicable       

Contingency       



 

 

A11. Sustainability and inclusion 
HOME & HEART ORGANISER WORKSHEET  •  Complete locally, assign an owner and update as planning progresses. 

Checklist Measure Planned? Owner Notes 

Inclusion Barrier-free access to venue    

Inclusion Accessible sanitary facilities    

Inclusion Inclusive communication materials    

Inclusion Child-friendly setup    

Inclusion Support for vulnerable / harder-to-reach families    

Inclusion Multilingual communication if needed    

Inclusion Safe participation for different ability levels    

Sustainability Avoid unnecessary single-use plastics    

Sustainability Recycling bins and sorting    

Sustainability Reusable materials    

Sustainability Sustainable transport messaging    

Sustainability Low-print / digital-first communication    

Sustainability Protection of green areas / venue environment    

Sustainability Waste collection and clean-up plan    

 



 

 

A12. Data collection and reporting 
HOME & HEART ORGANISER WORKSHEET  •  Complete locally, assign an owner and update as planning progresses. 

Reporting item Required? Owner Deadline Format / tool Notes 

Number of registered families      

Number of registered 
participants      

Number of actual families / 
participants      

Number of children / adults 
where reportable      

Number of international Family 
Cup teams      

Public activity-card participation 
data      

Family Cup station results and 
standings      

Number of volunteers / staff      

Participant survey data      

Photos      

Video outputs / livestream      

Media coverage      

Digital / website engagement      

Budget actuals      

Lessons learned      

Incident / risk log      

Follow-up / replication actions      

 



 

 

A13. Risks and mitigation 
HOME & HEART ORGANISER WORKSHEET  •  Complete locally, assign an owner and update as planning progresses. 

Risk Likelihood Impact Owner Mitigation action Contingency plan 

Low registrations      

Severe weather      

Permit delays      

Volunteer shortage      

Supplier cancellation      

Medical incident      

Activity / venue safety issue      

Low survey response      

Branding / materials delay      

Registration or results-system 
failure      

Livestream / AV failure      

Accessibility issue      

Budget overrun      

Other      

 



 

 

A14. Lessons learned and recommendations 
HOME & HEART ORGANISER WORKSHEET  •  Complete locally, assign an owner and update as planning progresses. 

Reflection area Notes 

What worked well  

What should be improved next 
time  

Most important operational lesson  

Participant feedback themes  

Partner / federation feedback  

Volunteer / staff feedback  

Safety / risk lessons  

Communication lessons  

Recommended changes for next 
edition  

Recommendations for other 
organisations replicating Home & 
Heart 

 

 

 



 

 

 Keep the model active beyond the event 

 
The long-term value of Home & Heart lies in making family sport participation easier to repeat. Organisers 
are encouraged to retain the checklists, station instructions, communication assets, results methods and 

lessons learned so that each new edition can start from a stronger base rather than from zero. 

 
 

Home & Heart - movement, cooperation and shared family experiences. 

 
Digital legacy 

All project materials and future resources can be made accessible through the Home & Heart Digital 
Knowledge Hub: familyactivityhub.com. 

 

 

 


