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Event Planning Guide

A Teenage Home Where Everybody Wins (and nobody kills each other)
Countdown Timetable to Seminar
Three to six months in advance:

· Schedule the event in consultation with whoever is in charge of event-planning for seventh graders. You may want to consult local school calendars as well.

· Discuss with teen leaders and/or pastors and schedule a blessing event to take place during a worship service at church or at a youth activity sometime soon after this event.

· Reserve the room(s) to be used. 

Two months in advance:

· Create a publicity strategy and timeline. Options to consider:

· Letter (See sample under publicity on CD)

· Email (See sample under publicity on CD)

· Mail out special invitations 

· Social media (Facebook, youth leader’s blog, etc.)
· Text messages to parents 
· Web site

· Verbal announcement(s) in church – endorsed by the pastor if possible

· Bulletin announcement(s)

· Notes/flyers that students take home

· Posters 

· Create a fun video or skit and present it at a youth activity a few weeks prior to the seminar
· Phone-calling team -- Each caller could choose the eighth grade families they will contact to maximize pre-existing relationships

· Order a set of u talk - i listen cards to promote the event 

· Decide if you will serve a meal and who will organize it.

· Establish a budget. Determine how much the event will cost per family. Decide how much to charge families that participate or ask for a free will offering.
Six weeks in advance:

· Develop a publicity plan. Choose a registration deadline so ordered materials and meal arrangement can be taken care of in time.

· Choose a community building strategy that will get kids and adults interacting and laughing together. (See suggestions below.)
· Decide on facility arrangements (table cloths, center pieces, arrangement of tables in the room, etc.)
Four weeks in advance:

· Begin publicizing the event to seventh grade families. 
· Send out registrations.

· Reserve room for the seminar and media equipment needed such as sound system, DVD player, projector and screen for the presentation.
Two weeks in advance:

· Organize registrations
· Order “u talk – i listen” cards (one set per family)
One week in advance:

· Finish room décor arrangements. 
· Print the handouts and gather supplies, pens, pencils, markers, name tags, etc… (see “Materials Needed” below. Printed materials are on the CD)

Community Building: 
Creating a Foundation for Meaningful Dialog

With the right introductory activities, you will be able to help everyone relax at the event and “go with the flow.” Below are several ideas for developing a relaxed atmosphere. Don’t short-change this component! It is very important!

· Serve a meal. It doesn’t have to be fancy. Pizza is a great kid-friendly meal that can be added to the cost of the event for a modest amount…and don’t forget dessert. OR…Just serve dessert or snacks and drinks.
· Create a party atmosphere. Simple décor additions can make the room warm and inviting. Have contemporary Christian music playing as families arrive. (Make sure it’s a music style that 8th graders will appreciate!)
· Get them laughing. This is critical!  Do a group-building exercise that allows table groups to work together. See the Community Builder activities in Leading the Event. 
A Word About Leadership

Whether this is a stand-alone event or part of the Faith Legacy Series in your setting, we recommend a key strategic principle of leadership: Don’t do this alone. 
Don’t assume you have to do everything yourself. Invite some friends to be a part of the leadership team! (One great way to do this would be to have 8th grade parents who experienced this event last year host this year’s seminar for 7th grade families.) Here are some roles/responsibilities that will help everyone’s load be a little lighter:

	Task
	Person(s) Responsible

	Up front leader for the event (emcee) – someone who is comfortable in front of people and can set them at ease, get them laughing. See community building suggestions and Leading the Event.
	

	Meal coordinator / team – menu design, catering contact, pizza delivery, shopping for groceries, etc.
	

	Publicity / invitations coordinator (refer to list above)
	

	Register – track registrations and order 31 Biblical Virtues bookmarks, for each family registered. This can be ordered from www.kidskountpublishing.com. 
	

	Retreat materials – run off copies of all handouts – a nice touch is to have all paper resources and pencils in folders for families to take home with them. Gather all materials listed below under “Materials Needed”.
	

	Host team – Greet families as they arrive, help people create name tags, help serve the meal, stay after to clean up.

Decorations – table cloths & table decor, lighting, center pieces, etc.
	

	Blessing object coordinator – Order “u talk – i listen” cards (one set per family) at www.kidskountpublishing.com 
	


Finances / Budget

As you create a budget for this event, consider the following:
· food 

· decorations

· community building activity supplies 

· invitations  

· mailings 

· markers

· name tags 

· “Biblical Virtues” bookmarks, and 

·  the blessing object (parents can pay for this in addition to the registration fee)
· printing costs for handouts

· folders for handouts

Some of these expenses can be covered by your church’s organization’s operating budget. Two financial principles to consider:

1. You don’t want finances to prevent families from participating. 

2. People value the things they invest in.  

With these principles in mind, consider the following:
· Charge a modest fee that most families can easily afford.

· Receive a free will offering.

· Invite a donor or a group of donors to underwrite a portion of the experience.

· Include the event in the church budget, while still charging families a small registration fee.

· Clearly state in your publicity materials that there is financial support for families whose budgets are tight. No one should miss this event due to their family finances.

· Do not serve a meal. This will cut down on costs and on the seminar time frame, but it might make community building a bit more challenging. Eating together tends to set people at ease in a very natural way.

Materials Needed:
· Food, etc. for a meal before showing the video (optional), dessert or snacks
· Video projector / DVD player / screen

· Seminar DVD

· Roster or check-in sheet

· Name tags, markers, pencils or pens
·  “Leading the Event” notes
· Supplies for community building Community Builder Activitiy:

Let It Fly
· One latex balloon per family (extras in case some pop)
· Five Wise Appeal Scenarios (one sheet per table cut apart)

· u talk – i listen” cards – one set per family (Order from www.kidskountpublishing.com) 
· Folder for each family containing the following:

· Participant handouts (one per person)

· “31 Biblical Virtues to Pray for Your Kids” cards (to serve as Bible book mark and personal prayer prompter for parents. Order from www.kidskountpublishing.com) 
·  “Parent-Teen Covenant”

· “Helps for Communicating When In Conflict”

·  “Create a Blessing for Your Child” handout
· Blessing Event Invitation
· Three “God Talks At Home” 
· “Designing Your Own Family Devotions”
· Your church calendar of Faith Legacy steps for the year
· Evaluation sheets – one per person
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