
MISSIONS INTERLINK EVENTS GUIDE
INTRODUCTION
MI is committed to providing events that are consistent with its foundational documents, are well organised, safe, affordable, and of benefit to its constituents and the Australian church. 
MI Events must be approved by Missions Interlink or one of its State Branches, Ministries or Networks, and be in keeping with the purpose, vision and strategy of MI. 
Accountability
Responsibility for all MI events will be delegated to an identified individual or committee who will be accountable to, and provide progress and final reports (including financial reports) to, the relevant state or national staff member or State or National Leadership Team. 
Content 
There will be conformity at all times to:
· AEA Statement of Faith
· AEA Rules and Policies 
· MI Regulations and Standards Statement, including Core Values
· MI Procedures
· [MI State Guidelines]
Planning
Care should be taken where possible for events not to conflict with other MI or MI member events
Content
It is important to ensure all leaders and speakers for the event are familiar with MI, agree to the AEA Statement of Faith, are briefed well on the material to be presented, and understand the purpose of the event and the demographic of those attending.
Finances 
· A record of all finances associated with the event will be kept. 
· Refer to the MI National Director or State staff or SLT to determine if GST is applicable to the event.
· A budget for the event should be developed that includes:
· Direct costs, including venue, any honorariums or speaking fees, travel, promotion etc.
· Income, including registrations, sponsorships etc.
· GST when applicable
· 10% of the income (or other amount by arrangement) to contribute to MI administration and other costs
· Ensure AEA Purchasing Policy is followed and other appropriate financial controls are in place. 
· Written documentation is provided for any agreements regarding sponsorship so there are no misunderstandings, and any conflicts of interest are managed. 


Publicity
· MI national office will assist in publicity of events and support State Branches, Networks and Ministries in their communications. 
· The MI national office is to be advised of any events to be listed on the MI website. 
· All event material that includes reference to a cost (flyers, website, Trybooking etc), must include the appropriate ABN and whether GST is applicable. 
· All promotional material will clearly state that the event is a ministry of Missions Interlink (this is essential for the event to be covered by MI insurance).
· Logo files, and flyer and newsletter templates, are available through the national office.
· Ensure the logo is used within the guidelines provided from MI national office. 
· MI events must be clearly identified on all publicity, and the following wording should be included: “This event is an activity of Missions Interlink [State].Missions Interlink is the registered business name of Australian Evangelical Alliance Inc. ABN 54 056 007 820 A0012495P”.
· All references to costs or fees should be accompanied by a statement indicating whether GST is included. For MI State events, information about GST and the correct wording to include can be obtained from the MI staff or SLT in that state. 
Insurance
Public liability insurance will be provided for all approved MI events that are clearly identified. Contact the MI National Director for a Certificate of Currency, if required. 
Venues & Activities
Event venues and programs should be decided after consideration of the following:
· Accessibility, including availability of parking and public transport
· Capacity for anticipated number participated at the event
· Catering cost and compliance
· Child safety
· Technical requirements, including internet availability
· Attention to the details of any contracts to be entered into e.g. minimum numbers, cancellation policy, terms and conditions. 
Safety and Risk Management
MI has an obligation to ensure all its events are safe. The necessary precautions to be taken against foreseeable risks will depend on the nature of the event being held. You may need to consider:
· First aid kit and officer
· Map and directions to nearest Medical Centre or hospital
· Fire evacuation procedures
· Critical incident or other emergency response 
· Child Protection – please refer to AEA/MI Child Protection Policy and Procedures. You are encouraged to access the suite of resources available through MI subscription to Child Safe. 
A report of any injuries, incidents or hazards, must be provided to the relevant MI Team Leader or Manager within three days of the incident. (Use MI Incident Report Form or equivalent.)
Critical Incidents: Any critical incidents must be reported to the MI National Director immediately. 
[bookmark: _GoBack]A Critical Incident refers to an unexpected traumatic event, or the threat of such, which causes extreme stress, fear or injury. It can include: death, serious injury, robbery, sexual assault, violence, or severe verbal or psychological aggression. 
