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Monday June 7, 2010
Finally!  An event-planning guide for you!  The following guide will allow your school and local parish to organize and plan an event and feel good about it when looking over all the details.  The guide has been broken down for you with checklists and Q & A’s for topics ranging from initial planning to events you can consider hosting as a parish or a zone.  It has detailed questions to consider and it clearly outlines the course of action to take before planning an event.  Also included are the tools and resources needed.  

I know that the guide itself will be very useful not only for your schools but also for your Youth Ministry programs and initiatives.  Feel free to add to this guide as you proceed in your planning of events.  Please take the time needed to review the event-planning guide in its entirety before proceeding.  It will save you much work and a lot of headaches when planning.  This tool is for you, so please take full advantage of it. 

Thank-you again for all your hard work and commitment to Catholic Education and Youth Ministry in the Archdiocese of Toronto.  

Celebrating Youth in Christ, 

Angelo Minardi

Chaplaincy Leader

Cardinal Ambrozic Catholic Secondary School

Work: 905-913-2989

Cell: 416-433-4673

angelo.minardi@dpcdsb.org
1. PREPARATORY WORK

In this section you begin to get organized.  We begin with the planning and organizing of an event.  We will look at issues such as:  the purpose, initial planning, and costs associated with hosting an event.  This is probably the most important section of the manual as it is a starting point in determining whether or not you will be having an event and what will be involved.  Also included are the roles and responsibilities to address in planning an event, and details of what is involved in setting up a committee for the event.    Here you will find clearly defined roles for those involved in the event as well as the answers to any of the logistical problems which might arise.        
· Purpose:  It Is helpful to establish the purpose, goals and objectives of the event in one paragraph.  Be as clear and concise as possible.  

1. Why are we holding the event?

2. What is our goal?

3. What are we looking to achieve?

· Initial Planning:  Once you have established that you are going to host an event, identify your target audience and the various tasks involved.  

1. Do we need a working committee? - See Appendix C

2. Match areas of responsibility with the necessary skills required

3. Is there a targeted audience for the event?

4. Plan ahead and list a proposed schedule of tasks.  

5. Are there any potential issues or concerns with the event? What can go wrong?

6. What time of year will we be holding the event?

7. Where is the best setting for the event?

8. What sites are available?

9. Do you have a back-up plan? – See Appendix E

10. What other events are related or connected to yours in the community?

11. Ensure your event is free from other parish or zone activities in the community at large.  

12. Who are your partners who can benefit from or support your event?  

· Cost:  Develop a budget that determines what costs will be involved in the event, and where  you collect the money needed in order to host the event.  

1. What is the budget we are working with, if any?

2. What are the preliminary costs associated with the proposed event?

3. Samples of the costs may be the following; invitations, transportation, venue rentals, food, beverages, music, entertainment, guest speakers, lighting, audio, place cards, gifts, insurance, etc….





4. Will you have a user fee in order to offset some of the costs?

· Breakdown of costs:  

1. Do you have written confirmation of all costs?

2. Are other considerations included such as; tips, tax, etc.?

3. Utilize computer spreadsheets programs such as Excel which allow one to quickly compile lists of total costs or cost sheets.  

4. Prepare a payment schedule for all events, if needed.  

Organization 

· Roles and Responsibilities:  People need to know what they are being asked to do and how much time is involved.  Be honest with people about expectations!  

1. Are the roles clearly defined? - See Appendix C  

2. What are the possible roles?  

3. Have you set out clear and detailed responsibilities?

4. Set up a list of tasks and completion dates.   

5. Who is responsible for each task?

6. Write job descriptions for all involved:  

· Job title

· Who you answer to

· Responsibilities 

· Authority to make decisions

· Time commitment

· Other expectations

WORKSHEET: PREPARATION

1. What other events are taking place during or around the same time?  

2. Ensure specific dates and times are set out as soon as possible

3. What time of year works best for your targeted audience?

4. What time of the day and week work best?  

QUESTION & ANSWER:  PREPARATORY WORK

1.  Will you contact your guests by mail?    

     If you are mailing be sure to address one piece to yourself.  This way  

     you will know if there are any expected delays in delivery.  Also, if you check 

     the stamp on the envelope you will know if the envelope was sent out on the 

     scheduled date.  

2.  Is this your first event?  

     If so, please remember that it will not be perfect the first time.  Check with all 

     possible leads and plan well ahead of the scheduled event.  As you are 

     moving ahead in the planning, have regular meetings or check-up points in 

     order to ensure that all is in place and moving along as planned.  Finally,

     once you have everything in place, enjoy the event and the people you have 

     invited.   

3.  When are you planning to hold your event?  

     Ensure that your event is not planned around a major holiday or event.  Also, 

     you may want to consider what is planned or taking place in your community 

     during the hosting of your event.  If possible, make sure that your event works 

     best for those who are planning and for those invited.  Watch out for religious 

     dates, school breaks, and long weekends.  

5.  TRANSPORTATION

This section always seems to be the one most taken for granted.  We all expect people arriving to do so with a vehicle, but this is not always the case.  This section has outlined for you all modes of transportation, including walking.  Be sure to cover all modes and do not forget the costs associated with this section if you are planning for a large group.  

· Buses:  

1. Do we need any buses?

2. How much can we afford?

3. How many people will need transportation?

4. How many can the buses accommodate?

5. Where will the pick-up and drop-off points be located?

6. Ensure extra copies of maps are provided.  

· Parking:  

1. Is parking available and accessible?

2. Are there any parking costs?

3. Are any discounts to be provided for parking?

4. Are shuttle buses required to and from parking lot?

5. Are validation stamps to be provided for parking?

6. Is valet parking to be provided?

7. Ensure extra copies of maps are provided.  

· Car Pooling:  

1. Does everyone have access to cars?

2. Do you have a pick-up and drop-off point?

3. Do you need a registration area?

4. How many people are willing to car pool?

5. Share fuel costs.    

6. Ensure extra copies of maps are provided.  

· Walking:  

1. Is the event in a downtown area?

2. Is the event accessible by transit?

3. Follow the rules of the road at all times

4. Ensure extra copies of maps are provided.  

WORKSHEET: TRANSPORTATION

1. Where is the event located?

2. Where will all guests be coming from?

3. What is the estimated number of cars and buses to arrive at the site?

4. What are the costs if any, for parking?

5. Are there any permits required and if so, what is the cost?

6. In cases where vandalism or theft occurs, do you have any insurance coverage?

QUESTION AND ANSWER:  TRANSPORTATION

1. Where will your guests be coming from?  

Where they are coming from could affect their arrival.  Are they coming straight from work and fighting rush hour traffic?  Have you factored in the starting time of your event?  Will your guests be making their own way to the event?  Is there a cost for parking?  If so, what is the cost?  

2. Does the event need to be located in a central location?  

Where would it make the most sense logistically to meet?  Do you want to bring everyone downtown?  Do you want to bring everyone up north?  Will all of your guests be arriving by car or would it be useful to have a coach/bus?  

3. Where is the closest parking?  

Always check out the closest parking ahead of time.  How far is it from the event?  Is there an attendant present?  Will your guests be charged for parking?  How many spots are available?  What time does the parking lot open and close?  You want to make sure that all these are answered in order to have a calm and relaxed crowd showing up to your event.  

4. Who is responsible for obtaining permits?  

Will your event require a permit for parking because of its size or will the venue provide for you a copy of the permit needed?  Check with police in the area to confirm whether one is required.  Find out how long you will need in order to obtain a permit and remember to always have extra copies on hand for those responsible for the event.  

2.  REGISTRATION

In this section two main areas are examined: registration and guest arrivals.    They seem to be easily missed when planning an event.  This section will list for you important questions around how you wish to greet you guests as well as what to do with them once they arrive.  When planning an event ensure that your guests feel comfortable once they enter the location so that as the event progresses you will ensure greater participation.  

· Guest Arrival:  It is important to make your guests feel welcome as soon as they arrive.  The more prepared you are for their arrival, the smoother the event will go.  Make sure that registration is completed fast, hospitably, and as welcoming as possible.  Be ready!  

1. Ensure guest check-in takes place

2. Are any nametags to be provided?

3. Will you have a hospitality group to greet your guests?

4. Prepare a check-off list for guests.  

5. Provide for guests seating plans, programs, and gifts, if any.  

6. Provide for guests refreshments or activities in order to avoid congestion  at the entrance.  

· Weather conditions

1. When booking the event, will weather have any impact whatsoever?

2. Where will relocation be for registration, if needed?  

3. Prepare refreshments accordingly for each season upon arrival i.e. coffee or hot chocolate for winter, iced tea or cold drinks for summer.  

4. Be prepared for the worst!

5. Have a communication plan ready, if you need to cancel the event because of bad weather

WORKSHEET:  REGISTRATION

1. What is the arrival area like?  Will it appeal to the audience?

2. Is there a convenient drop-off point, if needed?

3. Where is the entrance located?  Indoor or outdoor?

4. Is the entrance wheelchair accessible?

5. Are there enough signs indicating the registration area?

6. Is a coat check available?

QUESTION AND ANSWER:  REGISTRATION

1. Where is the entrance located, indoor or outdoor?

This may seem like a strange question but what if it rains or snows on the same night of a semi-formal?  I don’t think that your guests would enjoy starting the night off on the wrong foot.  Make sure that you have a back-up plan in case of the unexpected.  Your main job is to make the guests feel appreciated and valued.  

2. Is the entrance wheelchair accessible?  

The last thing you want is for there to be no extra space or ramp made available for people who may need to enter with a wheelchair.  Other than the entrance, are washrooms and  other facilities able to accomodate someone with a wheelchair?  Is there ample room for them to maneuver?  Please ensure you know your audience and their needs.  

3. Are there enough signs indicating the registration area?

Please ensure that all signs are easily visible for everyone.  Also, if possible have someone in the entrance vicinity close by to direct the people accordingly.  You may want to make additional signs.  Be creative. 

3.  VENUE REQUIREMENTS

This section outlines what should be checked off at any venue where you are hosting an event.  Although you have secured a location, it does not mean that everything will take care of itself.  Here, other factors in ensuring the success of the venue selected are presented.    

    Location

· Site:  Make sure that the site chosen matches the event to be hosted.  200 people in a church that sits 1000 people can look like a failure and create a negative impression for newcomers.  Make sure you have secured your site before advertising.  

1. Location is everything!

2. Post signs, mail, or send e-mails on the week before the event as friendly reminders of site.  

3. Include various signs on the day of the event indicating the site

4. Inform the neighboring locals that such an event is taking place in order to raise awareness.  

5. Ensure that the site is clean and ready to go on the day of the event.  Always make sure you are aware of what is taking place at the site before you move in with your event.  

6. Can rehearsals and preparation times be arranged prior to the event?

· Requirements of site:  
1. Ensure enough space is made available for your event

2. Ensure advance set-up time is arranged.  

3. If extra rooms or space are required, make sure arrangements are made with the hosting site.  

4. Do you have a back-up plan in case of bad weather?- see Appendix E

5. Define all rules and regulations pertaining to the site.- see Appendix D

6. Where is your nearest hospital in case of an emergency?

7. Have a First-Aid kit handy.  

8. Are there enough washroom facilities?

9. Check the status and availability of drinking water.   

10. Is it wheelchair accessible?   

11. Ensure all requirements are checked before selecting, i.e. room size, audio, dance floor, availability, etc.  

12. When is access to venue available?

13. Is a floor plan or layout provided, if necessary?

14. Will there be any pre-assigned seating in place?

15. Are any costs associated with desired layout or extra time needed?

16. Is any security needed for the event?

17. Is there a change room area provided for any special guests or performers?

WORKSHEET: VENUE

1. What time would you have access to the site?

2. Do you have enough time to set-up, if any?

3. Will you need to clean up or is this provided?

4. What is the capacity for the site in terms of people attending?

5. Check with authorities in regards to zoning laws, fire & safety, if any?

6. Is insurance needed?

7. Is there any extra material or items that need to be brought to the site?

8. Has the site handled such an event in the past?

9. Are any permits needed?

10. Will you require a stage area?  If so, where is it located?  

11. Does the venue have a permanent stage?  

12. Are you looking to use any special effects?  If so what are the restrictions?  

13. Will there be any decorations on stage?  

14. How much rehearsal time will be needed prior to the event?    

15. How much time will you require to set-up, remove, and clean the venue area?  

QUESTION AND ANSWER:  VENUE REQUIREMENTS

1. What time would you have access to the site?

It is important to clarify ahead of time when you can have access to the site.  You need to ensure that you have ample time to set-up or arrange whatever needs special attention.  Ensure that the person you spoke with and arranged all details with is also present when you show up.  

2. Will you need to clean up prior to or after the event?

Do not assume that everything will be picked up after you.  Sometimes extra fees are charged for clean up if someone has to come in to do so.  Ensure that this is negotiated in the contract before signing.  

3. Do you need any insurance for the protection of your guests and the facility?

You must always keep in mind the risk of something going wrong, including injury.  What insurance is provided or do you have to ensure you are covered?  Most facilities will charge extra if there is any damage made to the premises.  Please ensure that this is all cleared up and included in the contract.   

4. Are any permits needed?

It is imperative to know what permits are included and which need to be obtained.  You may need a special liquor license or a permit for extended bar time.  You must also find out who is responsible for obtaining the permits.  Ask for copies of all permits and keep them for your files.  

5. How suitable is the viewing area?  

Check out the views from all angles of the venue area.  Are there any obstacles or pillars in the way?  Are any chandeliers hanging from the ceiling that obstruct the view?  If you need to remove something make sure that there are no hidden costs and that it can be done.  

6. Will there be any audio-visual presentations?  

Make sure that all microphones, screens, and projectors are accessible or provided.  If not, you must ensure that you gain access to these items in order to make your presentations.  How many screens will you need?  Does the room have the space needed for the viewing of screens?  This must be done ahead of time.  

7. Are there any additional costs for the cleaning of the venue?  

Once everything is set-up you will need to determine whether or not cleaning of the facility is provided at no charge.  Most will include this, others will charge you.  If a charge is required, you will need to arrange someone to come in after the event to clean or you can negotiate a rate with the venue facility.  

8. What additional costs should you budget for?  

Find out all costs and additional ones that will arise from the event.  If possible, include estimates in your budget from past events and include a 10% buffer.  That is, include on top of past event budgets about a 10% increase in price.  It is always better to over budget than to under budget.

9. Will you require a dance floor?  

If you plan to provide a dance floor, how large does it need to be?  Do you have enough room to accommodate both the guests and the dance floor?  You must give thought to how much space you will need to accommodate dancing.  

10. What are the fire and safety regulations for the venue area, if indoors?  

Where are the fire exit doors?  Are they clearly accessible?  Ensure that all fire exits are clearly marked off and easily visible for everyone.  Also, if something goes seriously wrong and all exits are not marked and people are not able to locate all marked areas, you may be shut down by authorities and you will have problems down the road in obtaining insurance for your event.  

4.  FOOD AND BEVERAGES

This section, if properly prepared for will be the easiest to manage because once you sit down to eat, the catering group takes over.  That is, if you have a caterer provide the food and drinks.  There may be an event in which you host that you will ask the parish community to prepare for and plan the food and beverages.  Whatever you choose, this section will review for you all the questions and checkpoints needed to ensure peace of mind.    

· Look for a variety and what is different.  

· ALWAYS include vegetarian selections.  

· Consider the alternatives for those with food allergies.  

· How many dinners will be provided?

· Will you have the food catered or prepare it yourself?

· Will you provide food vouchures of any sort?

· Will you make arrangements for leftovers to be distributed to a food shelter?

· Are gratuities already included in prices?

· When planning a menu, never run out of food!

Alcohol

**Disclaimer…..We, at the Office of Catholic Youth, serve youth and that includes minors; therefore, all of our events are alcohol free.  This being the case, if  planning an event at your parish or within your zone you wish to serve alcohol, the following should be considered:  

· Ae drinks included?, If not, how much per person?  

· Is alcohol to be served?  

· Remember that the alcohol age minimum is 19 years old.  

· Are permits needed? If not, are they provided?  

· Will there be any transportation in place for those who drink in order to avoid any liability issues?

· You may want to consider having some security in place.  

· Remember always to look out for those who may have had a little extra to drink.  

WORKSHEET: FOOD AND BEVERAGES

1.  Are you serving dinner on a plate-for-plate basis or are you having a buffet?  

            2.  Will you be providing coffee and tea?

            3.  What about cocktails?  Open bar?  

             4. What has your past experience been with the venue selected?  How was the  

            food?  How was the service?  

            5.  How many people can be seated at each table?  

       6.  Were you looking to use a different color tablecloth than the traditional   

white?  If so, is it available? 

             7.  Do you have enough staff to serve the food and work the bar?  

QUESTION AND ANSWER:  FOOD AND BEVERAGES

1.  Are drinks included in the final cost?  If not, how much per person?

     Many times when you reach a final price for your food it does not include the  

                 cost of drinks, especially liquor.  Please ensure that the cost of drinks is  

                 included.  Also, the cost for drinks is usually calculated per person.  A good 

                 price range starts as low as $5 to as high as $12 (liquor included.) You can 

                 work out a flat rate as well.    

2.  Are permits needed?

     Sometimes the site will require you to pay for and provide the liquor permit.  

     You must ensure that a permit is provided and that you have a copy of it 

      always on the night of the event.  

3.  Are gratuities already included in prices?

     Ensure that when you receive your contract that the gratuities section is filled 

     Out or, if it is to be calculated, that you have quoted the range well before the

     event takes place.  Usually the gratuities is calculated based on a specific 

     percentage.  In every case you must ask and it will range from location to 

     location.  

6.  ADVERTISEMENT

This section outlines the different methods of advertising available at your parish or zone.  Remember, advertising is your responsibility.  This is only a checklist of what you can do at your parish or zone.  Ultimately, it is up to your parish to determine what other forms of advertising you wish to undertake.  

· Posters

· Bulletin 

· Pulpit announcements

· Mailing

· Email

· Fax

· Website, if applicable

· Zone Youth Council reps., if applicable

· Catholic Register

· T-shirts

· Pamphlets

· Parish newsletter, if applicable

· Office of Catholic Youth website- Message Board

QUESTION AND ANSWER:  ADVERTISEMENT

1. Who is my target audience?  

Ensure that when setting up advertising you target it for the age group who will be attending.  Also, be prudent when advertising.  Sometimes the best form of advertising is word of mouth and not necessarily spending many dollars and posters, banners, etc.  

2. What are the costs associated with advertising?

Advertising can get expensive, so it is probably a good idea to come up first with a proposal for the events committee before proceeding with the advertising.  Also, it would be a good idea to speak to your Pastor to see if perhaps he can set aside some funds in support of your event.  You may also consider holding a fundraiser to help offset the costs.  

3. What is the timeline for each form of advertising?  

Ensure that you plan well ahead of time the form of advertising you wish to use and make sure that the target audience has enough time to ask questions and make time in their schedule to attend.  Again, remember that sometimes the best form of advertising is word of mouth.    

4. Should I establish a contact list for each form of advertising?

A good idea when planning the advertising of your event is to set-up a contact list for the methods you choose.  For example, perhaps you want announcements made from the pulpit after Mass.  Here, you may need to know who is scheduled to read at upcoming Masses and ensure the announcement is made.  Another example is for those preparing the posters or banners.  A contact would help as the event is approaching to ensure that the advertising will be made available ahead of time.  

WORKSHEET: ADVERTISEMENT

1. Are all forms of advertising in place for the event?

2. Have I notified the intended audience?

3. Do I need to prepare any announcements for after Mass?

4. Do I need to fax anything to other parishes?  

5. Have I considered mailings, posters, or any other forms of advertising?  

7.  TIMELINES

This section of the events planning manual provides you information on both parish and zone events.  It looks closely at the timelines associated with an event at your local parish and in your zone.  Again, it is important to ensure that you plan ahead depending on the magnitude of the event.  The ultimate success of any event hinges on the timelines put in place.  

Parish Event:  Planning Time

· Social:  4-5 hours 

· Dinner:  3-4 weeks 

· Talent show:  4-6 weeks 

· Dance:  4-6 weeks 

· Musical:  4-6 weeks 

· Fundraising:  2-3 weeks 

· Faith sharing:  2-3 hours 

· Youth outreach programs:  6-8 weeks 

Zone Event:  Planning Time

· Mass- 4-6 weeks 

· Evening Prayer-  3-4 weeks 

· Pilgrimage-  6-8 weeks 

· Charitable work-  4-6 weeks 

· Sports tournament-  4-6 weeks 

· Semi-formal- 4-6 weeks 

Sample of a parish/zone event schedule:  

***sample based on a weekly 1 hour meeting leading up to the event

January 01, 2002-  establish the purpose of the event, and the possible dates             

                               And location.  

January 07, 2002-  establish the roles and responsibilities, and list of tasks,

                               Choose the date and location.  

January 14, 2002-  establish advertising and programming details for the event.  

January 21, 2002-  begin advertising.  

January 28, 2002-  begin to finalize details around registration, programming, 

                               And any social activities planned for the event.  

February 04, 2002-  confirm all details of event, i.e. program, advertising, tasks, 

                                 costs, etc.?  Last items for discussion and completion.  

February 11, 2002-  host the event!  Good luck!  

February 18, 2002-  review the event / evaluation of the event.  

8.  OTHER CONSIDERATIONS

This final section of the manual goes over the final questions and checklist items that you should be aware of when completing the preparation and organizing of an event.  These items are just as important as those, which we have previously reviewed and sometimes they may make or break your event.  Please review all considerations and proceed accordingly.   

Who’s this all staged for?

· Who is the target audience?

· Who needs to be there?  Anyone special?

· What is the number of guests attending?

· Are separate rooms required for breaks and meals?  

· Ensure a list of guests is provided well before the event.  

· Provide an invitation with details such as dates, time, location, event description, directions, dress code, directions, etc. and be as creative as you like with respect to advertising.  

· Ensure RSVP is stated with follow-up.  

Miscellaneous Items:  

· Know your target audience!

· Entertainment i.e. choirs, D.J.’s, special guests, etc:, are they reliable and do they hold a good reputation?  

· Is there any special THEME to be focused on?  

· Are centerpieces to be provided? If so how will we give them away?  

· Any parting gifts to be provided?

· You may want to associate a charitable organization with the event.  

APPENDIX A

EVENTS TO CONSIDER

· Walking Pilgrimage

· Zone Mass

· Zone Evening Prayer

· Social

· Youth Rally

· Fair

· Outreach Program, i.e. senior’s home, kitchen, feed the poor, etc. 

· Fundraising

· Faith Sharing Session

· Sports Tournament, i.e. basketball, volleyball, etc.  

· Hospitality  

· High Schools and Elementary Schools 

APPENDIX B

Evaluation Form

Thank you for your participation in planning this parish or zone event.  We have compiled the following questionnaire to assist you in helping others plan events.    Please return the completed form back to your local parish or zone.   

Name of parish or zone:  

Date of event:  

Number of people who attended:  

How did you advertise?  

Did you have an MC?  Who?  

 Did you have a witness talk?  Who?

 What event did you host/plan?  

What went well?  

What could be improved on?  How?

Do you have any suggestions for the Office of Catholic Youth to pass on to other parish teams?    

APPENDIX C

COMMITTEE ORGANIZATION

Event Chair

· Identifies the Event Coordinator?  
· Maintains ongoing communication with Event Coordinator

· Identifies and encourages participation from all event representatives

· Assists in the identifying of event representatives

· Regularly attends all event planning meetings 
Event Treasurer

· Drafts a proposal of all the costs associated with hosting an event

· Maintains ongoing communication with all event representatives

· Collects all receipts resulting from expenses and keeps up to date the costs associated with event

· Regularly attends all event planning meetings     

Event Coordinator:

· Chairs all meetings

· Plans and organizes the event planning meetings

· Sets the agenda for all meetings

· Books the room and location of all meetings

· Regularly attends event planning meetings

Event Representatives:  

· Ensure that the parish or zone is prepared to host an event

· Ensure that all the information and resources needed to host an event are gathered and prepared for well ahead of the event

· Sets up a 1 year event schedule for the local parish or zone

· Regularly attends event planning meetings

Hosting Representatives:

· Ensure that a parish or zone is prepared to host an event

· Ensure that all the information needed to host an event is accessible and present on the day of the event 
· Greet all parishioners once they arrive at the event
· Provide a gift or momento, if possible, to all guests once they arrive at  or leave the event
· Regularly attends event planning meetings
Communications Representative:
· Proposes and plans the advertising for the event
· Ensures that all parishioners or zone parishes are contacted prior to the scheduled meetings
· Coordinates the communication of all events in zone
· Informs the parish or zone of all scheduled events at least 1 month in advance
· Provides minutes to all event representatives of the event planning meetings 
APPENDIX D

RULES AND REGULATIONS- SAMPLE

Our hope is that this event experience will be an opportunity for you to continue to grow as a Catholic youth and to draw closer as youth in the Archdiocese of Toronto.  You will have time to pray, rest, have fun, and come closer as a parish or zone.  It will be important for you to participate in all facets of the event in order to fully take advantage of the event offered.  

Depending on the event you are hosting, you may want to outline some of the expectations.  Below, is an example of a retreat:  

To maximize the benefits of the retreat experience we are outlining some of our expectations.  These expectations will ensure the safety and fun of all participants.  We ask that you respect the following:

1. No drugs or alcohol

2. No electronic equipment

3. The cabin is always a quiet area and there are separate cabins for males and females

4. Cars- no access to them during the weekend

5. No in and out privileges from the site

6. Be aware of all fire and safety regulations

**** Also, we need to know if you are a vegetarian or have food allergies or diet restrictions  

WHAT TO BRING

Checklist:  

· Clothes for the weekend (including WARM clothes)

· Flashlight

· Bedding- sheets, comforter, sleeping bag, pillow, pillow case (There are mattresses on the beds)

· Toiletries, towels

NOTE:  

· It will be cold, so please bring warm clothing!!!!

· The showers and bathrooms are in buildings separate from your cabins

· Arrival time is 9p.m. on Friday (No dinner served on Friday)

· Departure is after lunch on Sunday

This example can serve as a guideline when preparing for or planning an event.  Please use common sense when setting out your expectations and do not forget to keep in mind the targeted audience when issuing your expectations.  

APPENDIX E

BACK-UP PLAN

Each event, whether indoors or outdoors will sometimes meet with the unexpected.  This should always be factored in to the planning of an event.  We know that there is no way to predict the unexpected; therefore, it is necessary to consider a back-up plan.  You should be aware of the following:  

1. Before you book a site or location, consider the impact that the weather can have.  

2. If you are planning an outdoor event, try to secure an area that may have a tent in place to shield against the weather.  

3. Make a decision with your team on when to make a final call on bad weather, i.e. to cancel or postpone, so that all participants don’t get stuck attending an event  which does not take place.

4. For days of extreme hot or cold weather, it is always good to have extra hot and cold beverages, air conditioned indoors, or extra clothing.  

5. Ensure that an action plan is in place for the event to be transferred to an indoor facility or under a tent.  Remember that suddenly the event may have less space for the activities previously planned.  

6. Plan activities ahead of time for both indoor and outdoor settings.  

APPENDIX F

LOCAL/ZONE MASS

Purpose


The primary focus of the Mass is to pray for the success of World Youth Day and for the Youth of the Archdiocese of Toronto.  All people are welcome to attend the Mass.  All leaders are welcome to make an open invitation to all members of their parish and the parishes in their respective zones.  This is also an opportunity to share our faith through the celebration of the Eucharist and to pass on information about WYD 2002.  

Organization


Many different roles and responsibilities will be essential to the overall success of the Zone Masses.  The following is a list of the roles and responsibilities needed to organize a zone Mass:

Presider:  We ask that your Parish provide the presider and homilist for the celebration of the Eucharist.  He can be from the host parish or from another local parish in your zone.  Also, we encourage you to invite to concelebrate in the Mass all pastors or priests from the parishes within your zone in order to show their support and commitment to our youth in the Archdiocese.  Many priests are deeply committed to youth and can provide leadership in the spiritual formation of young people.

Pastors:  It is important to gain the support and enthusiasm of your pastors within the zone.  We, at the Office of Catholic Youth, are committed to creating an awareness for all Pastors of our goals for the Zone Masses and we will also communicate with all Pastors any changes and updates to the Masses.  On a quarterly basis, each Pastor from the hosting parishes will be invited for a luncheon to provide information and support for the Masses.  Finally, in order to gain the much-needed support of Pastors, the Office of Catholic Youth will attend priest’s Zone Council meetings to inform them of youth initiatives.   

Master of Ceremony:  Since the assembly may not be familiar with your parish, you are encouraged to have an M.C. to welcome the assembly.  In the preparation process please ensure they are clear and concise.  Avoid rambling.  The person chosen is to support the celebration, not be the center of the celebration.  He/She should introduce the presider, (who he is, where he is from), welcome the assembly, and announce the social after Mass.  He/She will introduce any other people who need an introduction accordingly and make any other announcements as necessary.  

Witness Talk Speaker:  You may decide to have one or two young people, a young adult, or an elderly person give a witness talk.  This must be discussed first with your pastor and with the presider.  The witness talk should help lead us to Jesus (its success is not measured by the amount of laughs or tears).  It should be well prepared and should be no longer than 5 minutes.  Also, in discussion with your pastor and presider, you can decide to have the witness talk before the opening procession, after the homily, after communion, or after Mass.  

Readings:  Please use the Liturgy of the Day!  It is very important for the youth and young adults to feel part of the universal church.  Keep the celebration of the Eucharist as simple and beautiful as possible.  

Music:  Please use liturgically sound hymns that are appropriate for the season and for Mass.  Music should be inclusive of the assembly.  Keep it simple.    

Prayers of the Faithful:  The prayers of the faithful should be short and concise.  Please feel free to use the information in the Team 2002 folder about the writing of the prayers or you can visit our website: ocytoronto.org.    

Procession of the Gifts:  The only elements that should be a part of the procession of the gifts are: water, wine, bread, and the collection.  Any other items that you wish to bring to the altar (banners, flowers, pictures) can be brought to the altar as part of the opening procession.  

Collection:  Our hope is that the Mass is celebrated on a Sunday therefore it is appropriate to take a collection.  The pastor of the host parish has the final decision as to what will be done with the collection.  He may consult with Team 2002 for suggestions or ideas.  It is our hope that at least a portion of the collection will go to the poor (St. Vincent de Paul or other charities).  It is appropriate to inform the people about where the money will go.  Also, if possible please inform OCY where the donation money will go, if to a charity.  We want to emphasize that the decision ultimately falls with the pastor.  

Social:  Due to the uncertainty as to the number of people, who will attend the Mass, be careful not to make the social too complicated.  You may want to have a simple activity for the people to actively participate in once they enter into the social gathering (sign a guest book, draw a symbol on a graffiti wall made of paper, have some background music playing, or even an “open mic”).  We recommend that you place a time limit of 1 hour on the social gathering.  Perhaps to end the social you can have the master of ceremony thank everyone for coming and lead in the prayer of a Hail Mary.  

Invitations:  If you like, you may want to send out personal invitations to the parishes in your zone or region.  We have included in this package a few sample invitations.  

Advertising:  When advertising the Zone Mass you can include something in your weekly parish bulletin or mention the event in the announcements at the end of weekly mass from the pulpit.  You can also send out a fax to neighbouring parishes to inform them about the event.  Communication is the key.  Take advantage of it!  

Timing


We recognize the importance of having more communication made available to all contacts in parishes, therefore each parish hosting a zone Mass will receive their package no later than 30 days before the celebration.  Also, the commitment to host a Zone Mass must be made by the host parish no later than 6 weeks before the celebration.  Contact will be made by the Events Coordinator of the Office to confirm that the package was received and 1 week prior to the Mass another contact will be made to ensure all is in place.  Do not hesitate to contact the Events Coordinator at the Office of Catholic Youth should you need any additional support.  We also request that the evaluation forms be completed and forwarded to the Office of Catholic Youth no later than 2 weeks after the celebration.  This will provide the opportunity to review all comments and make any necessary updates to the zone package.  It also gives our youth the opportunity to contribute to the overall success and preparation of the information provided.    

Dates and Location


We encourage you to celebrate the Mass quarterly, either on the regular Sunday Mass schedule or the weekend Mass that has the most participation by the parishioners.    The decision is ultimately up to the individual parish in terms of when the Mass is celebrated.  Our hope is that we can have as many parishes as possible celebrating Zone Masses on a quarterly basis.  In terms of location, it would be ideal to have the celebration of the Eucharist in all 14 zones of the Archdiocese.    

Other Considerations


We have included for you in this package a liturgical planning sheet, sample invitations, sample programs, and an evaluation form.  It would be very helpful if after the Zone Mass you could take the time to fill in the evaluation form.  You can fill in the form individually or you can fill it out as a group.  This would be a great opportunity to debrief the event and assist us in providing you and our parishes more support in the future.  

Please recognize that we have no control on how many people attend each celebration.  We can have as few as 20 or as many as 1000.  We are looking to build upon the experiences of these Masses.  Do not be disappointed if only a few attend because we won’t be.  The enthusiasm will build as World Youth Day nears.  Those who join you for these Masses are the ones whom God has sent to us.  CELEBRATE them!  

Thank you for your participation in planning this Zone Mass.  We have complied the following questionnaire to assist us in helping others plan Zone Masses.  Please send the completed form to the Office of Catholic Youth.  

Name of parish:  

Date and time of Mass:  

Presider:  

Number of people who attended:  

How did you advertise?  

What music did you use?  

What Prayers of the Faithful did you use?  

Did you have an MC?  Who?  

 Did you have a witness talk?  Who? (at what part of the Mass)

Social- how many people?  What activities did you have?  

What went well?  

What could be improved on?  How?

Do you have any suggestions for the Office of Catholic Youth to pass on to other parish teams?    

CHECKLIST FOR FINAL PREPARATION OF LOCAL/ZONE MASS

· Presider

· Liturgy

· Master of ceremony

· Witness speaker

· Lectors

· Music

· Invitations

· Advertising

· Social preparation

· Gift

· Evaluation forms

APPENDIX G

EVENING PRAYER SERVICE

Purpose


The primary goal of the monthly prayer service is to come together to pray the Liturgy of the Hours as a zone in one parish on a monthly basis.  We unite ourselves in prayer with the universal church by praying the Psalms, the same prayers Jesus would have prayed.  All youth and parishioners are invited to participate in the Liturgy of the Hours.   

Each of the hours follows the same basic format:

Introduction

Hymn

Psalms

Scripture Reading

Responsory Verse

Canticle (Gospel Prayer)

Intercessions

Our Father

Closing Prayer

What is the Liturgy of the Hours?

The Liturgy of the Hours is the richest single prayer resource of the church.  It provides prayers, psalms, and meditation for every hour of the day.  It fulfils the Lord’s command to pray without ceasing.  It provides means for the whole world to pray together, united, and to sanctify every hour of every day of every year.  

How to recite the hours?  

Bodily Posture

· All make the sign of the cross at the start of each Hour

· All stand during the opening hymn (if there is one)

· All sit during readings

· During the psalms, people may sit or stand according to local custom

Reciting the Psalms

· Each psalm is given an antiphon

· The antiphon may be said once, at the beginning of the psalm; or once at the beginning and once at the end.  The method chosen is up to the prayer leader

· In a celebration of the Hours by more than one person, it is possible to alternate the verses between two choirs or two parts of the congregation

Readings

· Vespers have short biblical readings.  It is always permissible to substitute appropriate longer readings, for example, the Mass reading of the day

Responsories

· Follow the readings in the liturgy.  

· In individual recitation, the repeated part of the responsory can be omitted  

Prayers and Intercessions

· These begin with an introduction and a short response and then follow with a number of intentions, each of which is in two halves

· Two recommended methods are:

1. The prayer leader says the introduction and the people give the response.  Then the prayer leader says both halves of each intention and the people repeat the response.  

2. The prayer leader says the introduction and the people give the response.  Then the prayer leader says the first half of each intention and the people say the second half.  

· It is permissible to add special intentions at Evening Prayer.  

Organization


 Many different roles and responsibilities will be essential to the overall success of the monthly prayer service.  The following is a list of the roles and responsibilities needed to organize a monthly prayer service as well as the job descriptions for each:

Coordinator

· Oversees the whole Evening Prayer service

· Identifies a Master of Ceremony and Prayer Leader

· Ensures that the church is booked and space is made available for a small social afterwards

· Ensures that the event is advertised (in local and neighboring parishes)

· Invites priest, if present to offer the final blessing

Master of Ceremony

· Welcomes the assembly

· Welcomes anyone who needs an introduction i.e. priest, etc. 

· Introduces and outlines the evening, i.e. opening procession, faith sharing, social, etc.  

· Makes any other announcements as necessary

Prayer Leader

· Makes copies of the Liturgy of the Hours for everyone present.  

· Explains the outline of the Liturgy of the Hours

· Organizes and divide the assembly into two choirs or two parts to alternate verses of the psalms

· Leads faith sharing with the aid of the Team 2002 folder

Faith Sharing:  Since the Liturgy of the Hours evening prayer service is short in length (15 minutes), we invite each hosting parish to provide time either during the evening service or after to do faith sharing as a small group of 5-8 people.   
Social:  It is also appropriate to make space available for people to network and spend some time together after the service.  We recommend that the social gathering be no longer than 1 hour.  

Music:  Please use liturgically sound hymns that are appropriate for the evening prayer service.  You can if you so choose sing the Antiphons and Psalms. Music should be inclusive of the assembly.  Keep it simple.     
Advertising:    When looking to advertise the monthly prayer service a few things come to mind.  You can include a reminder in your weekly parish bulletin, you can also make announcements after Mass from the pulpit  and you can send out faxes to neighbouring parishes in your zone.  Communication is the key.  Take advantage of it!  
Dates and Location  
We encourage you to celebrate the evening monthly prayer service at a time that best suits the needs of the zone. Please provide for the Office of Catholic Youth the dates and times so that we can communicate it with the other parishes in your zone.  Our hope is that we can have all 14 zones participating in the monthly prayer service on a regular and consistent basis.  In terms of location, it would be ideal to have the evening prayer service located in different parishes throughout the respective zones in order to give everyone the opportunity to host.  

Other Considerations

We recognize the importance of having more communication made available to all contacts in parishes, therefore each parish hosting a monthly prayer service will receive a package no later than 30 days in advance.  Also, contact will be made by the Events Coordinator at the Office of Catholic Youth to confirm that the package was received, and 1 week prior to the evening prayer service another contact will be made to ensure that all is in place.  Do not hesitate to contact the Events Coordinator should you need any additional support.  

Please recognize that we have no control on how many people attend each monthly prayer service.  We can have as few as 20 or as many as 100.  We are continuously looking to build upon the monthly prayer services.  If a priest is present, kindly invite him to give the final blessing.  Invite all youth and parishioners in your parish to join in this most prayerful experience and remember always to be a role model of Catholic Youth!  

CHECKLIST FOR EVENING PRAYER SERVICE

· Coordinator

· Master of Ceremony

· Prayer Leader

· Liturgy of the Hours Evening Prayer

· Music

· Invitations

· Advertising

· Social Preparation

· Faith sharing

APPENDIX F

LOCAL CHARITY EVENTS

Dear Brothers and Sisters of Christ,

When choosing youth events there are two important points to remember.  The 

possibilities are limitless but in these limitless possibilities we must

always be conscious of our call to live out our baptismal vows.

In order to assist you in your event planning, the following suggestions

are presented as events that will allow you to achieve this goal.

First and foremost in all events that are being planned, please try and

make an extra effort to be all inclusive; some ideas to achieve this would

include:

* High Schools and Elementary Schools - make sure they get a special

invitation and that accommodations as best as possible have been made to

meet their schedules and their needs

* Local Charities’ walk around in your neigbhourhood and see which

programs are running and how you can be inclusive and helpful towards them

* Whenever possible include church dignitaries like the Bishop; let them

see that they are wanted and let the young people see that they are

supportive

* Sanctuary and Bridges for Youth provide excellent downtown retreat experiences- call Patrick- 416-963-0008 for an opportunity to have an experience of what it is like to be marginalized in the downtown streets of Toronto

* the Diocese Blue Book complete with lots of contacts- have a look at the many different organizations in our diocese and reach out to them

* the City's Blue Book Complete with lots of social services-  if there is a particular need or social justice concern that your youth group wishes to address 

this book will help you find the resources and persons working in the fields

* Dr. Simone's Canadian Food For Children - 416- 231- 2817, lots of different possibilities,  

-Dr. Simone is an excellent guest speaker who wants to promote awareness

-Youth can collect needed items for overseas use in pillaged nations

-Youth can help to pack a container that will be sent overseas

* Canadian School Book Exchange - 905-828-7200- send books around the world; old text books and other books which help improve the illiteracy rate that hovers over 2 billion people

* Catholic Children's Aid - 395-1500, partnerships, they can direct you

to families that are in need right in your own backyard, reaching out to the 

marginalized

* Catholic Register Promotion -934 -3410 - ask that your event be listed

in the youth event section, give them lots of advance notice

* Culture Link-416- 588 -6288, - work with people who are new to

Canada and from a wide variety of cultures

Daily Bread Food Bank -203-0050 - food drives, sorting help often needed,

they will tailor an event to your group coming in, you can take 30 or so

youth down to the Daily Bread Food Bank and help sort food for the needy

Local Community Centres, Parks and Recreation cooperate with their

activities, i.e. set up a booth to collect food at one of their events,

ask them what there needs are 

Development and Peace - Anne Marie Jackson -  416-922-1592ext.25, will

organize a talk about social justice issues.

First Aid - Having someone who is available trained, inviting St. John's

Ambulance to come in and do a training session, a great tool for young

people to have especially working in groups

Seniors Home - organize visits, arts and crafts etc.

Good Shepherd Refuge 416-869-3619, organize a group to assist in their

soup kitchen

Out of the Cold Inc. 416-626-3265, gather a group of youth to assist in

the Out of Cold Program, there are about four programs a night every night

throughout the city.   

Scott Mission and other soup kitchen venues - 416-923-8872, see if

there are any local programs like this who could use your assistance

Variety Village -416-699-7167-recreational centre for children with disabilities -

they will come to your parish hall to run your youth through some activities to raise their awareness of what it is like to have a disability

Young Neighbours in action - 1-888-723-2433- A week of service and prayer in cities throughout North America in the Roman Catholic tradition; an excellent program which allows youth to really understand the theology of service and allows them to reflect upon their roles while being given hands on experiences that make a difference

Stella Petrone - Haitian Experience - 905-339-2308. The woman is a living

Saint; Mother Petrone is a wealth of information and she is more than willing to share experiences of pillaged nations

Peace,

Steve

416-530-9967

416-397-6800ext.84293
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