
 
Planning an event 

 

It’s a piece A PIE! 
 
A = Assess 
 

The first step is to assess what programs/sports/events would interest and best serve 
your school.  

 Talk to your students and see what they would like to do. Hold informal surveys 
with other teachers in the school and your Partner Club to see what they feel 
the needs are in your school/community.  

 Think of timing! When is the best time to hold an event in your school?  
 Think of weather, other big events in your school, testing schedules, etc. 

 
P = Plan 
 

So now you have decided what the needs are in your school. It’s time to pick your 
event!  

 Decide the goal of your event.  What initiative are you trying to promote?   How 
best can you meet this goal? Brainstorm!  

 Use your resources, other teachers, Partner Club, North Carolina Youth Council 
for Project UNIFY® members, students, SONC staff, etc.  Get as many ideas as 
you can, then narrow them down by what is feasible and would most likely be 
successful.  
 

Once you have your program/even idea, it’s time to plan!  
 Decide on your location and time. If you are going off campus, you may need 

city or town permits. Be sure to get approval from your administrators.  
 Create a timeline of what needs to be done.  
 Delegate responsibilities and use your resources! Clearly mark on your timeline 

who will be responsible for each task.  
 Create a budget. Do you need extra funding outside of the funding you 

received through Project UNIFY®? If so, how will you find this funding 
(additional PU grants, sell merchandise, community sponsorships, school-wide 
fundraisers)?  

 Always promote your event. Get the school media outlets involved (Yearbook, 
Newspapers, TV news shows, morning announcements, etc.). Pull in the 
community media as well.  Send out press releases two weeks before the 
event. You may want to follow up a few days before as a reminder.  

 Last thing, have a backup plan. What if it’s raining? 
 
 
 
 
 
 



 
 
 
 
I = Implement 
  

 Prepare beforehand and arrive early to set up the location.  
 Have volunteers or other staff on hand to help.  
 Check all PA equipment and have someone on call if it is not working.  
 Set up chairs, equipment, decorate as needed.   
 Have someone in charge of PR/Media. This person will give interviews or 

introduce the media folks to others to be interviewed, and answer any 
questions. 

 Participate!  
 Enjoy your event and all the work that went into it.  
 Be sure and take pictures! The SONC Project UNIFY® staff would love to 

see/have pictures from your event so be sure to send extra copies.  
 
E = Evaluate 
 

After you have had some time to rest and recover from the big event, make sure to 
evaluate and make notes for next time.  

 Get feedback from participants, parents, teachers, and administrators. What 
did they like, what did not work? 

 Record any issues that you saw, and what you could do to make it easier next 
year. Be thorough, the evaluation notes can help you next year or someone 
else should they take over the event. 

 Finally, brag on your event! Let everyone know the success stories, including 
your administration, the SOSC staff, and others in your district. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 



 

Project UNIFY Event Details 
 

Date of Event:  

Location:  

Event Start/end time:  

Sport(s) Offered  

General Timeframe of 
facility use: 

 

Facility contact: 
(planning & day of) 

 
 
 

Facility arrangements: Requested spaces: 
 
 
 

Facility equipment/ 
custodial arrangements: 

Requested use of: 
 
Any costs? 

Sport Equipment needs:  
 
 

Event Management 
Contact Info: 

 
 

Attendees:  
 

Expected # of Athletes  

Expected # of Partners  

Athlete Arrival time  

Transportation needs  
 

General volunteer needs  
 

Volunteer Group 
Contact 

 

Volunteer check-in time  

 
 
 
 



 
 

Event Planning Timeline 
 

 
Location:       ___________     Date(s) of Event:  ____________  
 
2 months out  

 Monthly planning meeting 
 Decide on sports to be showcased 
 Order plaques, banners, signage, etc., if applicable 
 Article in newspaper to promote the event 
 Secure videographer / photographer for event 
 Contact EMS – ask for them to be on site (if possible) for the event. 
 Committee Meeting -  Plan out all of the day-of responsibilities. 

 
1 month out  

 Monthly planning meeting 
 Inventory and obtain all sports/event equipment 
 Equipment maintenance / prep inventory – replace if needed 
 Assign volunteers to stations 
 Prepare and print brochures, bulletins, etc 
 Make purchases if necessary  
 Pick up ordered signage, banners, etc if necessary 
 Confirm location 
 Confirm volunteers, organizations and individuals involved with the local event 
 Confirm transportation 

 
 
2 weeks out 

 Volunteer meeting / training 
 Reminder letters to participants/volunteers/unified partners  
 Inspection of the facility 
 Confirm equipment 

 
 
1 week out 

 Prepare equipment / finalize needs / shop if necessary  
 
 
Day before 

 Mark all fields/stations as needed or prepare facility 
 Take all supplies to host location – do some prep if possible (hang banners, etc) 
 Final safety check of facility 

 
 
Day of 

 Set up 
 Let the event begin! 

 
 
 


