
Step #1: Select a Project and Partner(s)


Project: 
______________________________________________________


Partner(s):
______________________________________________________




______________________________________________________




______________________________________________________




______________________________________________________




______________________________________________________

Step #2: Plan the Project


Event Site:

________________________________________________


Address:

________________________________________________


Phone Number:
________________________________________________


Event Date and Time:
________________________________________________

Planning Committee Members




     
  Roles


________________________________


publicity chair



________________________________


marketing chair


________________________________


volunteer chair


________________________________


day-of-event manager


________________________________


__________________


________________________________


__________________


________________________________


__________________


________________________________


__________________
________________________________


__________________
________________________________


__________________


Mission Statement:
________________________________________________





________________________________________________





________________________________________________

Step #3: Recruit Volunteers


Number of Volunteers Needed:
_______
Step #4: Review the Checklist / Complete any Remaining Items 

Step #1:

Select a Project and Partner(s)

Goal:

Plan at least one project and partner with interested agencies.

Planning a Project:

· Look for project ideas within your community, communities-of-faith, neighborhood associations, local associations, etc. that will improve the lives of children in state custody.
· Examples of possible projects:

· Fundraisers:

· Sponsor an event held by an organization that works with at-risk children (211, Atlanta’s Children Shelter, Better Brains for Babies, Big Brothers Big Sisters, Boys and Girls Clubs, Communities in Schools, Cool Girls Inc., Families First, Family Connections Partnership, Girls Inc., Girls Scouts Outreach Development Program, Interfaith Children’s Movement of Metro Atlanta, Interfaith Children’s Movement of Metro Atlanta, Interfaith Outreach Home Inc., KIND/Truancy Intervention Project, My House, Referral Central, Prevent Child Abuse Georgia, Referral Central, Sheltering Arms, SistaSpace Collective Inc., The Center for Family Resources) 
· Give time and/or donations to the local visitation center or related community programs such as Lutheran Ministries of Georgia or Catholic Social Services, Inc. Contact your local juvenile court for information and the location of the area visitation center. 

· Sponsor an event like the Celebration of Excellence (http://www.celebrationofexcellence.org ) or sponsor scholarships for foster youth who are continuing their education.

· Sponsor a sibling group for a week at Camp to Belong, a national non-profit that provides reuniting events for brothers and sisters placed in different foster homes.

· Support organizations providing services for abused and neglected children, such as the Foster Care Support Distribution Center.

· Other
· Organize a group to participate in the Secret Santa Christmas Program through DFCS. 

· “Adopt or befriend a shelter/home” (can include sponsoring excursions and holiday outings for the children, home painting and renovations, gardens projects, celebrating birthdays with residents, providing school supplies, bringing dinner to a group home, providing store gift certificates, etc.).

Partnerships:

· Identify agencies that could potentially serve as partners (corporations, small businesses, non-profit agencies, etc.)

· Locate the Volunteer Center in your area (1-800-VOLUNTEER / www.1800VOLUNTEER.org).

· Write a letter requesting the agency’s support of your project (citing incentives for their participation).

Step #2:

Plan the Project

Goal:

Secure the event site and date.  

Establish a planning committee and create an action plan.

Planning Committee:

· Include representatives from your partnering agency/agencies, local businesses, the Volunteer Center, corporations, etc.

· Schedule planning committee meetings.

· Create roles for committee members and delegate responsibilities.  

· Write the person responsible for each task on the Checklist.  Check each item off as it is completed.  

Mission Statement:

· At the first committee meeting, determine the mission statement for your project.  

· Make the statement clear, meaningful, and niche specific. 

· Communicate the future direction of the project and the desired results in the statement. 

· Review the mission statement during future committee meetings.  Modify it to reflect changes in the project implementation process.

Step #3:
Recruit Volunteers 
Goal:

Have the project staffed with volunteers several weeks prior to the day.

Number of Volunteers Needed: _______

Finding Volunteers:

· Post fliers and make announcements advertising the event.

· Think about strategic locations for advertisements (hospitals, grocery stores, communities of faith, daycares, family restaurants, banks, schools, universities, amusement parks, movie theaters, etc.)

· Contact your local Volunteer Center

· Call 1-800-VOLUNTEER or visit www.1800VOLUNTEER.org to find a Volunteer Center in your area.

· Schedule a meeting with your personal contacts.

· Think of people who regularly volunteer.

· Encourage your personal contacts to invite their friends and family to participate.

· Make a “Wish List” of local organizations you would like to involve (corporations, local businesses, faith communities, nonprofit agencies, etc.); members or employees of these groups could serve as volunteers.

· Engage people with disabilities as volunteers.

· Consider the accessibility of your site(s).  

· Create a “barrier buster” checklist for the day of the project.

· Rent wheelchair ramps, etc.  

· Arrange transportation for volunteers with disabilities. 

Step #4:

Checklist
	TASK:
	PERSON RESPONSIBLE:
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	Advertise the event (fliers, newspapers, local news, etc.)


	
	

	Find volunteers.


	
	

	Determine how many volunteers are needed for each “station.”
	
	

	Make appropriate accommodations for the disabled.


	
	

	Identify potential resource needs (money, supplies, food, etc.).


	
	

	Identify potential sources of donations / have money ready to cover resource needs.
	
	

	Determine how supplies will be delivered to the site(s).


	
	

	Plan an inclement weather back-up project.


	
	

	Obtain all licenses and permissions to complete the project.


	
	

	Arrange for a photographer to be at the event / contact the media.
	
	

	Look at the project site(s) to determine what needs to be done to prepare for the event.
	
	

	Prepare for risk management (review restrictions regarding children, ask volunteers to sign liability waivers, etc.)
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


