Christmas Party Checklist

BEFORE THE EVENT
POLICIES

Make sure you have HR Policies in place that cover issues that may occur at a Christmas party
(or other social event), such as harassment (including sexual harassment), work health and
safety, discrimination, and code of conduct.
invitations

Make clear when invitations are issued to staff, that attendance is voluntary, not compulsory.
Any other communication about the party should be consistent and not apply any pressure on
staff to attend.
If it is unclear, specify in the invitation that the event is for current staff only so as to minimise
the prospect of ‘gatecrashers’ (and also clarify the position regarding contractors and
temporary staff).
Clearly state the start and finish times of the event on the invitation or the communication
regarding details of the event. It is really important to make it clear when the work related
event starts and ends.
the event

Consider organising to have the party off-site from your office or business premises.
If you are going to serve alcohol, make sure there is a responsible service policy in place.
Ensure that appropriate quantities of food are provided and non-alcoholic beverages are
available.
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responsible managers

Determine which staff will be appointed as ‘responsible managers’ to supervise and give
them clear authority to act if they see inappropriate behaviour. These staff will be
‘designated’ to not drink any alcohol, monitor the event for any potentially problematic
behaviour and be a contact point for staff who may experience issues during the event.
Make sure the ‘responsible managers’ are aware of relevant policies (alcohol, substance
abuse, harassment, etc.). Ensure these staff understand the organisation’s policies and
procedures relating to appropriate workplace behaviour and workplace health and safety.
Identify the ‘responsible managers’ in the communications to staff so that staff know who to
approach if there any issues during the event.

transport

Consider providing transport home directly from the event (e.g. bus hire and/or Uber or taxi)
and let staff know that it is the expectation that they will use that transport.
Should you decide provide vouchers such as Cabcharges, the communication should also
clearly state that use of the Cabcharges is for the sole purpose of the journey directly home.
Clearly outline the employer-provided Cabcharges to transport staff to other venues (in
groups or alone)is prohibited, and staff who ‘taxi pool’ home and do not use their
Cabcharges are expected to return it.
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Insurance

Check that your insurance policies cover the type of function you’re planning – if not, make
a decision about whether or not you should go ahead with the function.
Just Prior To The Event

Send out an all-staff email reminding everyone of their responsibilities at the party, outlining
what behaviour is acceptable and not acceptable.
Make it clear to staff that post-party activities are on their own time and the company does
not endorse any activities that happen after finishing time.
Send a communication to the ‘responsible managers’ reminding them of the following:
They are expected to ‘lead by example’ in terms of professional conduct at the Christmas
party, as well as to escalate any issues they observe during the course of the event.
They are not authorised to buy drinks (alcoholic or otherwise) for staff on any
employer-provided credit card at the Christmas party venue and any subsequent
gathering that may follow on.
As managers, they represent the organisation and accordingly it creates risks for
themselves and the organisation if they buy drinks for staff on their personal credit cards.
If they are socialising with staff at events immediately following on from the Christmas
party, they must continue to conduct themselves professionally, as well as take
appropriate steps if they see other staff acting in an inappropriate manner.
Collate a list of ‘next of kin’ contact details to be taken to the event. Having these details
readily available is important, especially for an event that occurs outside of business
hours (when the administration office is closed).
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ON THE DAY/ NIGHT OF THE EVENT
At the beginning of the Christmas party, provide a brief reminder to all staff about the key
points made in the email sent before the party regarding professional and safe behaviour.
Also remind staff about the finishing time of the event and that staff are expected to go home
after the event.
Have a clear start and finish time for the party – don’t make the finish time too late.
Consider placing time limits on the supply of alcohol. Consider a ticket system where each
staff member is issued a certain number of tickets for alcoholic drinks.
Ensure non-alcoholic drinks are provided, as well as adequate food, including at any
pre-dinner drinks.
Spirits (particularly ‘shots’) should not be offered and preferably the venue should be
instructed not to serve spirits at the function (even if they are paid for by staff personally).
Ensure there is responsible service of alcohol.
Make sure the appointed ‘responsible managers’ actively prevent excessive drinking and
inappropriate behaviour.
Use taxis, Ubers or ride shares, shuttles, public transport and/or non-drinking drivers to make
sure everyone gets home safely after the party.
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AFTER THE EVENT
Provide pre-arranged, safe means of transport home as this is a key element in ensuring
safety of staff. Depending on the location, this may include public transport, bus hire, taxis or
Uber/ rideshare companies and designated drivers. Providing appropriate transport will assist
in preventing staff driving if they have been drinking, and from catching public transport late at
night or otherwise placing themselves in situations of risk by walking etc.
Direct staff from the venue. It is preferable that all staff leave the event at the nominated
finishing time. However, if there are staff who stay on at the venue, they should not be
permitted to stay in the function room hired by the employer for the event.
Take appropriate action to address any complaints raised during or after the event.

if something goes wrong

If someone gets too intoxicated, send them home safely straight away.
If supervising managers are aware of inappropriate behaviour, take immediate steps to
stop the behaviour.
Follow your relevant policies and procedures carefully.
Take disciplinary action in accordance with your discipline and termination policies and
procedures.
Don’t sweep incidents under the carpet and hope that they go away!
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