Getting Started
Planning an Event
Whether the event is a diocesan centennial Eucharist in a large arena, or a parish bazaar or fundraising dinner, an event should be carefully planned, especially if it’s new. Many events that are traditional in a parish or diocese end up with a binder that its leaders follow, or now, a memory stick with the detailed plans discovered after years of practice. But the first and second time through, you often are starting from scratch.
Step One:  Find a Good Leader
Finding the right leader/planner/team is essential as a first step. This will be the group or person who really makes something important happen, who puts in the hard work. Look for someone with experience in event planning or two people who may be less experienced, but willing to work together and support each other in doing something new.  If there is not a good potential leader to be found in the parish or diocese, the first question to ask is whether the event should go forward at all.  

Choose leaders who will work with sensitivity to others as well as with determination to get the job done. People are hurt and offended by church volunteers who run roughshod over them. They often leave the church when this happens, never to darken the doors again – not  just of your church but of any church. So find people who can include others, pay attention to them and their ideas, and then thank them appropriately after an event – it’s a faith development imperative.
Step Two:  Develop a Plan 

Here’s where the computer is your helper. A simple table is useful and can be updated as the planning process goes on.  A well-used process might look like this:

Plan for Parish Event
	Task
	Who
	Details
	Deadline
	Status

	
	
	
	
	

	
	
	
	
	


And here’s how the first draft of the plan might look:
Plan for Parish Celebration Dinner



Last Updated:  January 30, 2015
	Task
	Who
	Details
	Deadline
	Status

	Select a Chair for the event
	Wardens/

Rector
	
	Sept. 30, 2014
	Done.  Sally and Jim Smith have agreed. 

	Choose a date for the dinner
	“
	Avoid times when snowbirds are away and cottagers leave.  Check when March break is.  Not in Lent either.
	Sept. 30, 2014
	Done:  April 5, 2015 is it.

	Gather a small working group 
	S&J
	Keep it small.
	Oct. 5, 2014
	Done.

	First meeting of working group
	S&J
	Get to know each other.  Brainstorm ideas. Explore options. Choose someone to keep careful notes and update planning model after each meeting.
	Mid-Oct.
	Done

	Choose theme
	
	
	
	

	Choose caterer
	
	
	
	

	Develop plan to publicize
	
	
	
	

	…and so on
	
	
	
	


And here’s an actual plan that St. Peter’s, Cobourg, Ont., uses each year to develop their annual Advent Conference. This is the final plan that has been adjusted at least monthly during the planning time of six months. But it now works so well that there is only one planning meeting and the rest of the follow-through is done by trusted members of the planning committee and reported in by email or phone. (Better than a binder by far!!) This plan takes us to the start of the event. There’s another plan for the event itself to be sure all details of the process of the two-day conference are covered. Most names have been exchanged for initials. 
Plan for Annual Advent Conference    November 28, 29

Updated:  November 1
Theme:  “God as One of Us”


Hosted by St. Peter’s Church, Cobourg

Speaker:  The Rt. Rev. Ann Tottenham
Go-To Person:  KM


Facilitator:  SPL

	Time
	Topic
	Lead
	Where
	Details

	Pre-Conference 
	Decide budget
Invite speaker
Recruit planning committee

Design format of conference

Design worship

Recruit music lead 

Recruit catering help for lunch

Recruit registrar

Publicize (poster, registration, email blasts etc.)

Recruit welcomers, people to do snack breaks and welcome coffee
Get audio person to oversee set-up and use

Offer child care and recruit person to provide if needed

Recruit “runner” for speaker

Reserve room at Woodlawn if needed

Recruit someone to lead meditation
	
	
	Done
Done
Done.  Included deanery people for first time

Done

Under way (RM)

AS said yes.

KP and the M&M group will do break.  SPL confirmed JK to do lunch.  JK will link with KP re muffins for the morning break.  DONE

NM in place; SF is back-up and on site person for the weekend if NM cannot come.

EG will do poster.  DONE

EG did distribution of notices and posters to deanery and education groups.  SPL to provide registration form to go with poster.
SPL to draft public announcement for local papers and radio and distribute to members to send out; 

Church announcements by EG (Brighton), SM and SPL (St. Peter’s), SF (St. John’s), LB (Perrytown),  ND for Gore’s Landing, SS (eastern part of deanery), SO (Grafton); 

SPL to put ad in free sections of newspaper in Cobourg/Port Hope; EG in Brighton newspaper

Committee to be welcomers.  Snacks and coffee on Saturday morning by AK
SM to ask JP or DD to look after sound system
Child care requested by only one family…we’ll provide an honorarium for a babysitter rather than set up a child care program at the church this time. 
SPL tasked BM.  DONE
SPL to ask speaker if this is needed/wanted.  Asked Oct. 22.  Room reserved Oct. 23.
SM to ask SD.  DONE 

	WEDNESDAY, NOVEMBER 26 
	Confirm if children are coming
	SPL
	
	Call NM to check registration requests

	
	Confirm tasks being undertaken for the conference
	SPL
	
	

	FRIDAY, NOVEMBER 28
	
	
	
	

	2:00
	Set-up of Sheppard Hall, lectern, tables, chairs, sound system, LCD (if needed), registration table, name tags, extra chairs in chapel if required, flip chart etc.; lunch for Saturday
Set up for evening reception

Ensure adequate copies of Worship book and handouts

Set up sound system
Bring talking sticks  

	Planning committee, PA
SM and team

SPL

SM/JP
SPL
	Hutton Room


	SM to ask PA
Set up in circle format if possible with the numbers

SF to set up registration, welcoming station

SM to be helper

Have several talking sticks for Saturday discussion

	3- ish
	Ann  to arrive
	SPL
	
	Give tour and deal with any issues; intro concept of runner

	4-ish
	Set up worship space in Sheppard Hall
	?
	
	

	5-6:30
	Quiet Dinner (at Woodlawn?)
	Ann
	
	

	
	Runner to greet Ann and be there to help her
	BM
	
	

	6:00-7
	Registration begins at 6:30


	SF and team

AK 

 Ann and FR
SPL to find someone
 Child minder
	Hallway, or wherever is best
	 Hand out Worship booklets and nametags, etc.

Have tea and coffee and water available for people as they come and gather. SPL asked Oct. 22
Assign readings and prayers, etc. as people come in; try to get people not from St. Peters as well as the usuals.
Bring water jugs up to Sheppard Hall
Welcome children and bring them upstairs to their spot (not needed this year)

	6:50-7:00
	Herd people to plenary area; intro children to child care
	Planning Committee
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