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Thursday May 26, 2011

I would like to begin by expressing my gratitude to my principal, Mr. Tim Lariviere, who first introduced the idea of Tent City in his office at Cardinal Ambrozic Catholic Secondary School.  At first, the idea was unique and incredibly exciting, but when digging deeper into the event, it was more than we bargained for.  From organizing speakers, to purchasing additional tents for students and to ensuring that we had enough supervision for the event, we certainly had our hands full.  In the end though, as everything usually proceeds, we got the job done and the event was a huge success!  

Building on that inaugural event, something greater was at work.  Within a matter of months, we had 15 additional secondary schools in Dufferin-Peel that had expressed an interest in participating, thus bringing us to May 26, 2011.  In total, we have 200 students and 50 adult supervisors joining us for our 1st ever board-wide Tent City.  Mount Alverno Spiritual Centre has been extremely supportive as the hosts for this event, especially Mary English, and I would like to thank her personally.  Also, Suzie Tarlattini from Covenant House was very supportive as she educated our students on youth homelessness and poverty.  Finally, a huge thank-you to both Tim Lee Loy, Coordinator for Schools and Employee Campaigns at ShareLife, and John Dawson, Program and Music Coordinator for the Office of Catholic Youth.  Their patience, support, enthusiasm, and incredible organization have led to the successful creation and organization of our 1st annual board-wide Tent City event.  Thank-you for your incredible gift to young people in your ministries.  

The following Tent City guide will allow your schools 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 other considerations as you can think about hosting a Tent City in your school boards or at your local schools.  It has detailed questions to consider and it clearly outlines the course of action to take before planning.      

I know that the guide itself will be very useful and feel free to add to this guide as you proceed in your planning and organization.  Please take the time needed to review the planning guide in its entirety before proceeding.  It will save you much work and a lot of headaches.   

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, Dufferin-Peel Catholic District School Board
1. PREPARATORY WORK

In this section you begin to get organized.  We begin with the planning and organizing of the 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, a meeting schedule leading up to the 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 A
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 B
10. What other events are related or connected to yours in the community?
11. Ensure your event is free from other school activities   
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, gifts, insurance, etc. 
				
· 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?
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.- See Appendix C   
5. Who is responsible for each task?
6. Write job descriptions for all involved:  
· Job title
· Responsibilities
· 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.  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.   

2.  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.  





























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?



















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 day of the scheduled event.  I don’t think that your guests would enjoy starting the event 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 accommodate 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.  Also, make sure you have secured your site before advertising.  

1. Location is everything!
2. Post signs, mail, or send e-mails weeks 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? 
5. Define all rules and regulations pertaining to the site.
6. Where is your nearest hospital in case of an emergency?
7. Have a First-Aid kit handy or St. John's Ambulance Team  
8. Are there enough washroom facilities?
9. Check the status and availability of drinking water.   
10. Is it wheelchair accessible?   
11. When is access to venue available?
12. Is a floor plan or layout provided, if necessary?
13. Will there be any pre-assigned seating in place?
14. Is any security needed for the event?
15. 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 must also find out who is responsible for obtaining the permits.  Ask for copies of all permits and keep them for your files.  

5. 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.  

6. 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.  

7. 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.



  

4. TRANSPORTATION

This section always seems to be the one most taken for granted.  We all expect people arriving to do so with a vehicle or bus, 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. 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. 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. 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 school 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 bus or would it be useful to have carpooling set-up?   

3. 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.  



























5. ADVERTISEMENT

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

· Posters
· Morning announcements
· Local parish bulletin
· Email
· School Website
· Student Council reps. 
· Catholic Register
· T-shirts
· Pamphlets





























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 Principal to see if perhaps some funds can be set aside 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 in the morning from the main office.  Here, you may need to know who is scheduled to read in order to 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 morning announcements for school?    




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






























7.  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 school or school board 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.  
· Will you have the food catered or prepare it yourself?
· Will you make arrangements for leftovers to be distributed to a food shelter?
· When planning a menu, never run out of food!
· Are drinks included? If not, how much per person?  





























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 has your past experience been, if any, with the venue selected?  How 
                 was the food?  How was the service?  




            5.  Do you have enough staff and/ or volunteers to serve the food and beverages?  
  

 
























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.  Please ensure that the cost of drinks is included.      

2.  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.  



































8.  FAITH FORMATION

This section will provide all participants the opportunity to prepare spiritually for the event.  In this section the students will become familiar with the exercises needed in order to help them on their faith journey while participating in Tent City.  The will also journal their experiences and discern as a group their mission moving forward once they have completed the event.  Perhaps they can start up a Social Justice Club or commit to a ministry in the school or even make a commitment in the community while providing a service.  Whatever the discernment, the students will use this time to prepare themselves for the experience of standing in solidarity with the poor.      

· Ensure that journals are purchased for each participant.
· Choose saints, models, local heroes that help identify with the poor.
· Use the bible as a reference when choosing stories that identify with the poor.
· Incorporate music into your meeting schedule.
· Pray as a group at the beginning of your meetings.
· Use variety when considering discernment activities.




























WORKSHEET: FAITH FORMATION

1.  Who will be responsible for the purchase of journals?




            2.  What Saints, people, local heroes come to mind when identifying with the 
                 poor?    




            3.  Who will organize the meeting dates?  




            4.  Do you have enough staff to lead the prayer and discernment exercises with 
                 the students?   
  

 






















QUESTION AND ANSWER:  FAITH FORMATION

1.  Who will be responsible for the purchase of journals?  
     Before purchasing the journals check with your school board to see if there is 
     any budget set aside for faith formation initiatives.  Usually, the Coordinator 
     for Religious Education will have some funds set aside for this type of  
     events.  Also, if the event is at a local school only, check with the religion 
     department head or the Chaplaincy Leader.  	

2.  Who will organize the meeting dates?
     The meeting dates should be separate of the working committee dates.  Please 
     ensure that once you have identified the students participating in Tent City, 
     that you begin setting a schedule for their prayer and discernment activities.  
     This person or group of teachers should be separate of the committee chairs, if 
     possible.  































9.  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 Tent City.  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.- see Appendix D  
· Ensure RSVP is stated with follow-up.  

Miscellaneous Items:  

· Know your target audience!
· Entertainment i.e. choirs, special guests, etc:, are they reliable and do they hold a good reputation?  
· Is there any special THEME to be focused on?  
· Any parting gifts to be provided?
· You may want to associate a charitable organization with the event. 
· Ensure that an evaluation form is created for future events- see Appendix E 

















APPENDIX A

COMMITTEE ORGANIZATION

Event Treasurer
· Drafts a proposal of all the costs associated with hosting Tent City
· 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: participating schools 
· Ensure that the school is prepared to attend the event
· Ensure that all the information and resources needed to attend the event are gathered and prepared for well ahead of the event
· Regularly attends event planning meetings

Communications Representative:
· Proposes and plans the advertising for the event
· Ensures that all schools are contacted prior to the scheduled meetings
· Coordinates the communication of Tent City
· Provides minutes to all event representatives of the event planning meetings 

Sub- Committee Representatives:
· Prepare and organize information for all representatives regarding their committee i.e. advertising, program, registration, etc.  
· coordinates all members for the various roles and responsibilities outlined for committee 
· confirms all details and progress of committee with Event Coordinator
· Regularly attends event planning meetings








APPENDIX B

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 additional locations 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.  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 C

Initial planning/ meeting schedule:    

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

September 2011  establish the purpose of the event, and the possible dates and      
                             location.    

October 2011      establish the roles and responsibilities, and list of tasks, and
                            choose the date and location.    

November 2011  establish advertising and programming details for the event.  

January 2012      begin advertising.  

February 2012    begin to finalize details around registration, programming, and 
                            any social activities planned for the event.  

April 2012           confirm all details of event, i.e. program, advertising, tasks, 
                           costs, etc.  review last items for discussion and completion.  

May 2012           Host the event!  Good luck!  



 



















APPENDIX D

INVITATION LETTER TO PARISHES/ SCHOOLS

Dear Father, 

Greetings from ShareLife; the charitable arm of the Archdiocese of Toronto.  As we continue to move forward in a unique way to engage young people with ShareLife and the needs in our local communities, this year, we will be holding a joint event with the Dufferin-Peel Catholic District School Board and the Office of Catholic Youth, in both support and solidarity of our homeless across the GTA and throughout the world.  

On Thursday May 26, 2011 beginning at 4:30p.m. Over 200 students and teachers will gather at Mount Alverno Retreat Centre in Caledon for our 1st annual Tent City event.  In total, 14 secondary schools will participate in this inaugural event. The gathering will include a keynote address from Covenant House, faith sharing, a shared poverty meal, evening Vespers, an outdoor Mass and of course, sleeping in tents overnight.  

As you know, the relationship and support between Catholic school boards in the Archdiocese of Toronto is an important aspect of a vibrant system of publicly funded Catholic education.  Creating awareness and discussion around issues of justice, specifically homelessness, will help us serve our young people well and continue to facilitate their faith formation in the Catholic tradition.  

I would like to personally invite you to celebrate the Eucharist with us on the morning of Friday May 27 beginning at 10:30a.m.  Please consider attending this unique event and rest assured that together, we can celebrate the many gifts and talents of our young people with the hope of creating an ever greater awareness around issues of social justice that exist in our local and international communities.  

Please notify Tim Lee Loy, Coordinator for Employee & School Campaigns, ShareLife, 416-934-3400 ext. 521 or tim.leeloy@archtoronto.org of your intention to attend and celebrate the Eucharist with us by Friday May 13, 2011.  

Sincerely,


Tim Lee Loy
Coordinator, Employee & School Campaigns, ShareLife
Archdiocese of Toronto




 Director of Education
 Associate Directors of Education
 Superintendents
 Chaplaincy Leaders

Greetings from the ShareLife; the charitable arm of the Archdiocese of Toronto. I would like to take this opportunity to thank you for all that you have done to support and indorse the ShareLife campaign to both staff and students. Together, we are truly working wonders in our communities. 

As we continue to move forward in a unique way to engage young people with ShareLife and the needs in our local communities, this year, we will be holding a joint event with the Dufferin-Peel Catholic District School Board and the Office of Catholic Youth, in support and in solidarity of our homeless across the GTA and throughout the world.  

On Thursday May 26, 2011 beginning at 5:30p.m. Over 300 students and teachers will gather at Mount Alverno Retreat Centre in Caledon for our 1st annual Tent City event.  In total, 16 secondary schools will participate in this inaugural event, in solidarity with the marginalized in our community who live on the fringes of society. The gathering will include guest speakers, evening Vespers, a movie, faith sharing, a shared poverty meal, adoration and of course, sleeping in tents overnight.  

As you know, the relationship and support between Catholic school boards in the Archdiocese of Toronto is an important aspect of a vibrant system of publicly funded Catholic education.  Creating awareness and discussion around issues of justice, specifically homelessness, will help us serve our young people well and continue to facilitate their faith formation in the Catholic tradition.  Ultimately, our young people will become future Catholic leaders in our communities that will bring a voice to those who are infringed upon and isolated from society.  

Please consider sending a representative from your school board to attend this inaugural event.  Together we can celebrate the many gifts and talents of our young people with the hope of creating an ever greater awareness around issues of social justice that exist in our local and international communities.  

Please notify Tim Lee Loy, Coordinator for Employee & School Campaigns, ShareLife, 416-934-3400 ext. 521 or tim.leeloy@archtoronto.org of your intention to attend by Friday May 13, 2011.  

Sincerely,

Tim Lee Loy
Coordinator, Employee & School Campaigns, ShareLife
Archdiocese of Toronto

APPENDIX E

EVALUATION FORM

Thank you for your participation in Tent City.  We have compiled the following questionnaire to assist you in helping others plan future events.  Please return the completed form back to your local school or Event Coordinator.     

1. What was the most important thing you learned at Tent City?   





2. What was most challenging for you?    





3. Name one new understanding that you will bring home with you.  





4. What did you like/ dislike from the experience?  





5. Would you like to see any changes to Tent City?    





6. Please comment on your overall experience?  





