GETTING READY FOR A WEEKLY OUTREACH EVENT

How does VCC, Springdale prepare for our weekly Saturday ServeFest? What is the timeline for that day? Although your context may differ – you may not be preparing teams to serve every week or every month, but the factors for putting together a successful event are very similar, regardless of the frequency with which you do it. So let’s walk through how to get prepared, using our preparations for Saturday ServeFest as a template.

Several Weeks in Advance

This is the planning stage. Put your dream list down on paper, leaving it flexible and open to change depending on weather, product availability, last minute community event announcements or changes, etc. 

· What outreaches would we like to do? 

· Where? Are there community events to be considered?

· Are we targeting a specific group from the church to participate?

· What products or equipment will we need? 

· Any special/custom orders required, or will a trip to a local store get us what we want? 

· How will we communicate what we’re doing (program/ bulletin, flyers, web site, etc.)?

Week Of Outreach

· Confirm serving teams scheduled

· Confirm product arrivals, or make trips to purchase items locally

· Adjust outreaches for last minute changes in weather or community calendar

· Print out route sheets/directions, leader tips, outreach descriptions, nametags

· Create outreach signs if needed (VCC now has permanent signs, but most make their own signs from clip art or something to be easily visible around the room)

· Create instructions/check lists for behind the scenes volunteers, hospitality team, etc. (sample included in packet)

Day of Outreach

	9:15
	· Event Coordinator arrives to unlock building / rooms, set out paperwork on prep table.

	
	

	9:30
	· Behind the Scenes & Hospitality crew arrive, have brief meeting with Event Coordinator, and begin working on their checklists. Their goal is to have a “vibe” set up for when others from the church arrive to begin helping, not to do all the work on their own. First objective is music and coffee!

· Bread run volunteer gets to donation pick up site.

	
	

	10:00
	· Participants from church arrive to help with supply prep. This is when my scheduled team switches to facilitator mode, allowing newcomers to do the work while they take care of them.

· Outreach leaders arrive for ½ hour meeting. This is when we assign outreaches, cast vision, remind of values, etc.

· Bread run volunteer arrives at church with bread.

	
	

	10:45
	· Leaders come out from meeting and go to outreach stations to answer questions, welcome newcomers, etc.

· Outreach participants usually begin arriving, scanning over outreach options available and beginning to decide what they want to do.

	
	

	11:00
	· Let the games begin! Gather everyone around, announce outreach options so people can make final decisions about where they’re going.

· Use this time to do a brief “teachable moment” to remind folks why we’re doing what we’re doing.

· Pray, then help people group into outreaches. 

	
	

	11:15/11:20
	· Participants with group leader. 

· People sign up to indicate which outreach they chose right before they leave.

· After they’ve introduced themselves and decided who’s driving with whom, they leave to their outreach site.

· Once outreach participants leave, Behind The Scenes Team begins tearing down the set up to return the space to “normal”, and then leaves.

	
	

	Approx. 11:45 to 12:30
	· Outreach time! We want to leave participants wanting more, rather than feeling drained because it took so long to complete the outreach, so we limit outreaches (whenever possible) to 30-45 minutes. 

· Leaders wrap up with prayer on site.

	
	

	12:30/12:45
	· Participants can either leave directly from the outreach site to continue on with their day, or we encourage them to come back to the church for an informal time of sharing stories and eating together. 

· We typically do not facilitate a formal story sharing time, except periodically throughout the year.

	
	

	1:00 – 2:00
	· Event Coordinator welcomes participants and leaders back to the church, getting feedback on outreaches and locations, offering encouragement, etc.

· Stories and lunch, meetings with potential new leaders or newcomers. This is a key time for building value into participants and leaders.

· Leaders bring supplies back to church building, dry out coolers, put away kits, return extra giveaway items to be used again later, etc.


After the Outreach

Either later in the day on Saturday or early in the following week, capture feedback, participant lists and numbers, track outreach changes or cancellations, etc. There are ALWAYS last minute changes on the day of the event, and we capture those for the future.

Follow up with newcomers, serving teams, and potential new leaders. On the day of the event, the Event Coordinator should have sufficient serving teams in place so that he/she can be paying attention to the people. There are always a few follow up phone or email contacts to be made as a result of an encounter during ServeFest. 

Capture stories, figure out how, when, and where to tell them to continually cast vision, etc.

Start it all over again!
