EASTER EVENT
PLANNING

CHECKLIST

The below checklist is a template to support you with your Easter events.
Whether it's a community fun day, Easter service, mid-week meal or
something else, we hope you find this framework helpful-as you share a
message of Christ’s perfect peace with others this Easter.

Be guided by the lists for planning, supplies required, running a smooth
event and wrap-up. This template can be personalised to add any
additional to-dos you need to consider or remove any criteria that’s
irrelevant to your specific event.

EVENT CHECKLIST - TEMPLATE

Event Name:

Event Date:

Event Location:

Event Director:

Event Coordinator:

Expected number of attendees:




PLANNING

Venue Research

Catering Research

Promotional timeline scheduling (for graphic design lead time calculation)

Event plan creation (scheduling, teams responsible, milestones, team meetings)

Create a registration form

Plan event staffing (determine what teams, roles and volunteers are required)

Develop a spiritual framework

Plan how to capture missional outcomes (response cards, commitments, recommitments e

Plan measurement of event aims/goals

Create an event program

Invite any guest speakers

Guest speaker management (including travel, speaker gifts)

Invite performers to participate

Schedule rehearsals and any team meetings, record actions

Ascertain other permits/permissions required

Liaise for council permits, permissions etc.

Create a risk assessment in SAMIS

Create leader/staff booklets

Name badge creation/lanyard creation

Book AV arrangements (if internal or third-party supplier)

Book all external suppliers (i.e., amusement hire)

Purchase goods needed for the event

Organise travel logistics (coaches/buses)

Hamper/gift bags/registration bags assembly

Volunteer coordination (t-shirts, rosters)

Pastoral care

Photography arrangements

Collateral compilation

Create and manage a budget

Create a feedback form and have it ready before the event starts

Organise a date for team debrief/s




GENERAL ADMINISTRATION/SUPPLIES

Signage

Printing booklets, handouts etc.

Lamination

Information (e)mail outs (attendees, retired officers etc.)

Leaders’ packs

Gifts cards

Merchandise for sale

Supplies

Merchandise packed

Cash box

EFTPOS machine

Receipt books

Delegate bags/packs

Name tags/lanyards

Pens and paper (and other general stationery items)

Tape, Blu Tack

Scissors

Water bottles

First aid kits

Registration lists

Incident report forms

Gift cards

Run sheets

Agendas

Team contact numbers

Blank registration forms for at-the-door registrations

Décor

Have | sourced all the AV equipment | need?




ON SITE — DAY/S BEFORE

Team briefing/induction

Assign someone for onsite coordination

Travel to site (flights/fleet car)

Pack supplies/van

Bump in

Rehearsals

Décor

Leaders training

Errands (pick up resources etc.)

Leaders briefing meeting (information sharing)

Venue induction/walk through

Accommodation room setup (signages, gift bags, instructions etc.)

Sighage on venue




ON THE DAY

Attend team briefing held by event coordinator or leader

Staff the registration table

Venue liaison

Confirm and coordinate catering arrangements

Volunteer management

Risk management

External stakeholder management

Supplier liaison

Medical support

Selling merchandise

Resource management (equipment, handouts, decor, notepads, pens etc.)

Refreshments for events/volunteer teams

Daily troubleshooting

Attend any off-site activities

Money counting

Photography liaison

Live debrief

Managing travel/arrival/departure logistics

Pack up

Feedback collection

Feedback collection

Food sales (any sales, markets etc.)




WRAP UP

Send out feedback link to delegates and one to staff (where applicable)

Unpack (internal, external resources)

Return of resources

Finances:

- Pay external supplier balances

- Close off petty cash/float/merchandise sales

Budget reconciliation/finalisation

Feedback report/compilation (make a note of the key learnings)

Debrief:

- Conduct team debrief

- Conduct 1:1 debrief (where necessary)

Risk management wrap up — incident report forms etc.

Thank you emails

Merchandise stock take

Next steps/ministry responses (give/send commitment cards to corps etc.)

Measure/assess outcomes

Post materials, books, certificates etc.




COVID-19 CONSIDERATIONS

Ensure you're up to date with the latest restrictions for the suburb/area

- If required by your state, ensure all event staff and volunteers are wearing masks and gloves
- Implement a COVIDSAFE plan (i.e, abide by social distancing guidelines)
- Provide an appropriate number of hand sanitising stations

- Print and display the latest signs and posters from Safe Work Australia
https://www.safeworkaustralia.gov.au/doc/signage-and-posters-covid-19

- Ensure you have ample stock of antibacterial spray and wipes to frequently sanitise your space
- Provide an ample amount of rubbish bins for used tissues to be disposed into

- Ask your venue if they have a COVID safe marshall onsite
if not, assign one of the team members to be the Marshall

- Take temperature of delegates upon arrival (if required)
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