
Plan It 

 

 

 

Get the ball rolling by planning 
and carrying out a successful event 
with your partners. The plan can be 
tailored to fit the scope of your 
capacity—from a single event to a 
Choose Respect Week. 

Why? 
Careful planning will assure that your Choose Respect event goes off without a 
hitch. 

Where and When? 
After your core team has defined the scope of your partnership and chosen an 
activity, the event team can spring into action with your first Choose Respect 
event. 

How? 
A Planning Checklist, How to Promote Your Plays, the Choose Respect Press 
Kit, and the Choose Respect Media Access Guide can all be found on the USB 
Flash Drive that comes with this Playbook. 

The planning team should include the diverse sectors represented in the 
partnership and be appropriate for the event you have chosen. As you begin 
working together, it makes sense to focus on a “quick” win—an event that is 
simple and doable. Celebrating success together can cement the partnership into 
a stronger bond. 

Form an Event Team 
Form a team that will both plan the event and manage it as it is put into action. 
The team may include: 

• Event Coordinator—the event coordinator will oversee and manage all 
logistics for the event. 

• Communications Specialist—the communications specialist promotes 
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the event, sends invitations, and does what is necessary to recruit the 
community to attend. 

• Parents and Youth—include parents and youth on the planning team to 
ensure the event is relevant to youth and is also supported by their parents. 
These individuals can also provide ideas for activities and insight on how to 
motivate different groups to attend. 

• Choose Respect Spokesperson—the spokesperson should be someone 
who is knowledgeable about the Choose Respect initiative and feels 
comfortable talking to others about Choose Respect messages. The 
spokesperson will conduct the training for the Planning Team and then 
participate in all planning activities to ensure Choose Respect messages 
and objectives are well incorporated into all activities planned for the event. 
This individual could be from a local health department, university, domestic 
abuse organization, or related organization within the community. 

Meet with the planning team regularly throughout the planning process, either in 
person or via telephone. 

Conduct a brief orientation 
on Choose Respect for the 
Event Team. 
The Choose Respect spokesperson will conduct the orientation for the Event 
Team. Plan for 1 to 3 hours depending on the availability of the team and their 
familiarity with Choose Respect. 

Provide an overview about Choose Respect (e.g., the need for Choose Respect 
and its purpose, dating abuse, and the reasons the initiative targets 11–14 
year olds). Then show the 30-minute Choose Respect video: Causing Pain: 
Real Stories of Dating Abuse and Violence. Follow the video with a discussion. 
Use the Video Discussion Guide, Format E to begin and guide the discussion. 
Participants will learn to recognize the traits of healthy relationships, the warning 
signs of dating abuse, and the consequences of dating abuse for youth. Brief 
discussions allow them to voice their opinions about Choose Respect, the video, 
and key discussion points. 

At the end of the discussion, give all members of the team a Choose Respect T-
shirt and a Choose Respect folder with the Choose Respect press materials. The 
Communications Specialist will also need a copy of the Choose Respect Media 
Access Guide and the television and radio PSAs. 

Use the Choose Respect event 
Planning Checklist. 
The Event Planning Checklist can be used as an outline that guides the event 
team through the planning and implementation of the event. 
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 Resources Needed: 
TV with VCR/DVD player 
and the 30-minute video, 
Causing Pain: Real Stories 
of Dating Abuse and 
Violence 

Choose Respect Media 
Access Guide, television 
and radio PSAs 

Choose Respect T-shirts 

Choose Respect event 
Planning Checklist 

Evaluation: 
Document what you accomplish using Choose Respect tracking tools: 

• Stand Up & Be Counted 
Keep track of play participants and audience members. The 
Zone 3 Evaluation Tools contain a sign-in sheet. 

• Cheers & Changes 
After the play is complete, note your successes, challenges, 
and opportunities for the future. The Zone 3 Evaluation Tools 
contain a worksheet to help you do this. 

Choose Respect feedback tools are recommended if you implement 
multiple plays. Take time to reflect on how far you have come in 
implementing Choose Respect in your community after completing a 
series of Choose Respect activities using Choose Respect feedback 
tools:

•  Organizational Impact Survey 
After completing a series of activities, collect information 
for your evaluation. The Zone 3 Evaluation Tools contain a 
feedback form to help you do this. 
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Planning 

Checklist
 

Early Planning Steps 
Start 6 weeks before the event. Tailor this event planning checklist to fit your needs and make sure 
everything gets done on time. 

Determine what you want to accomplish with the event. Your desired results 
might be: 
□ Having a specific number of youth, a specific number of parents, and/or a specific number of 

community members participate in the event.
	

□ Implementing the event with a specific number of new partners.
	

□ Getting a specific number of media outlets to publicize and/or present a review of the event.
	

□
 Recruiting a specific number of volunteers.
	

Develop a preliminary budget. Include: 

□ Materials and outside services from outside vendors.
	

□ Culturally relevant food and beverages.
	

□ Entertainment.
	

□ Set up for music, entertainment, tables, and chairs.
	

□ Signs and banners.
	

□ Decorations, including balloons, flowers.
	

□
 Incentives such as cobranded Choose Respect materials.
	

Develop an implementation plan for your event and follow up activities.
 
□ Identify your target audiences.
	

□ Select a date and time. 


□ Select a location that will be accessible to all and can be reached by public transportation. 


□ Research the names and addresses of individuals and organizations you would like to invite.
	

□ Send out a save-the-date notice by mail, e-mail, or fax.
	

□ Choose materials and schedule production of cobranded materials. 


□ Write speakers to ask for their participation.
	

□ Touch base with sponsors and partners throughout the process to update them on progress. 


□
 Recruit and secure sponsors, if necessary. Recruit small in-kind donations as raffle prizes.
	

Field of Influence: Community Groups Planning Checklist � 



 

  

 

4 Weeks and Counting . . .
 
□
□
□ 

□
□ 

□
□
 

Finalize and reproduce any needed Choose Respect materials.
	

Mail out invitations with directions to the event location.
	

Compile a list of media outlets that may be interested in covering your event (refer to your 

Choose Respect Media Access Guide for guidance). 


Write a press advisory announcing your event and send it to your media contacts. 


Advertise your event via flyers in community sites, e-mail blasts, listserves, partner websites, 

newsletters, and community health calendar of the newspaper or radio stations. Tap into the 

communications channels available to your partners.
	

List any equipment or supplies needed for the event and begin packaging them. 


Contact speakers to discuss their presentations and see if they need additional information 

and support.
	
Recruit volunteers to help with the event. Keep in mind the intended audience when

recruiting volunteers. 


Contact organizations that attended the event to discuss potential collaboration.
	

□
□ 

� Week and Counting . . .
 
□
□
□ 

□
□
□
 

Finalize the agenda and participants’ list and have it printed.
	

Print out a sign-in sheet, survey for audience members, or other evaluation tool.
	

Make staff assignments (registration, note-taker, audiovisual coordinator, speaker greeter) 

and explain their duties. Staff assigned to the event should represent the community. Have 

interpreters available if necessary. 


Have a point person who will serve as the troubleshooter for all questions.
	

Write a press release announcing your event and send it to your media contacts. 


Verify details with the venue; confirm audiovisual needs; send venue your room layout and 

any special instructions. 


Touch base with speakers to make sure they have the correct date and location of the event 

as well as time they are expected to speak. Give speakers the name of the contact person 


□ 

who will greet them on arrival. 

Assemble materials for distribution to participants; send them to the venue.
	

Print nametags, if needed.
	

□
□
 

� Day and Counting . . . 

□
□
 
Double check to make sure all materials arrived at the venue. 

Pack an emergency kit with materials you may need (tape, scissors, stapler, pens, pencils, 
paper, phone number of speaker) 
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Day of the Event . . . 

□ Arrive early and check that the location is set up correctly and audiovisual materials are 
available as requested. Check all microphones, projectors, audio equipment, and computer 
connections. 

□ Check the registration area. Make sure nametags and supplies are plentiful. Plan to have 
staff members or volunteers at registration. 

□ Allow time for run-throughs if requested by your speakers or needed by entertainers. 

� Hour Before the Event . . . 
□ Ensure that all staff are in correct locations and all areas are covered for the entire event. 

□
 Make sure signs directing people to the event are posted. 

Followup After the Event . . .
 
□ Collect feedback from the participants and partners about implementation of the event. 


□ Send thank-you letters to sponsors and partners.
	

□ Send thank-you letters to speakers.
	

□ Send thank-you letters to volunteers.
	

□
 Contact organizations that attended the event to discuss potential collaboration.
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