Planning Checklist for 
Family Fridays
4-6 Weeks Before Event:

· Obtain Administrator’s approval, support, and active endorsement

· Set date and time (check master calendar for conflicts)

· Plan and schedule facilities (auditorium/room, etc.) and equipment 

overhead, screen, speakers, etc.) needed

· Determine and schedule translations and services needed

· Publish event in monthly newsletter/calendar

· Notify front office staff about the event. Provide specific details so they can answer questions

3-4 Weeks Before Event:

· Order/purchase materials needed; supplies, raffle prizes, refreshments 

· Send out flyers

· Create and display posters/signage to publicize event

· Recruit volunteers if needed

· Ask principal to attend the event and welcome the participants (this lends your event positional power) 

· Notify teachers and other school staff details of the event via note or announcement at staff meeting. 

· Prepare a draft agenda, estimating times needed for each part

· Develop and begin duplicating participant materials

1 Week Before Event:
· Visit classrooms to let students know about the event

· Send out reminders

· Confirm volunteers

· Confirm with custodian equipment and facilities setup

· Purchase refreshments (if not catered)

· Update front office staff and each administrator and double check with each one to see if they have any questions about the event  

· Finalize the agenda

· Advertise event on school marquee

Day Before Event:

· Remind volunteers of their responsibilities, time to report

· Confirm custodial setup of equipment and facilities

· Gather materials (don’t forget agendas, participant materials, sign in sheets and evaluations, tape, scissors, name badges, raffle prizes)

· Make sure a camera is ready to go to take photos 

Day of Event:

· Set up welcoming directional signs to help participants find the location. 

· Set up materials, facilities and equipment needed

· Check the equipment to make sure it is working (microphone/TV VCR/video projector/etc. 

· Take photos of the event

Day After Event:

· Cleanup the facilities used (if not done properly after event)

· Send out “Thank you’s” to all volunteers and custodian and anyone who donates materials or refreshments or prizes

· Debrief with all who planned the event 

· Read evaluations and reflect and evaluate event (good and bad)

· Jot down ways to make it better next time

· Solicit input from all other staff who attended about the event

2-7 days After the Event

· Report on successes to all involved—include teachers 

· Post photos of event/publish photos of event in school newsletter with a     short blurb about the event

· Report the results to the principal and/or SSC/Governance/PTO/ELAC as appropriate

· RELAX after a job well done

· Begin planning for next one!  
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