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	Description of the Event:

	What is the name of your event?    ____________
	Who is your intended audience?  ____________

	Provide a brief description of your event.  Include the format of the event and how information will be presented.  (roundtable discussions, book clubs, book talks, story times, parent activities, podcasts, etc.)   ____________
	Who else may attend?
· ____________
· ____________



	Purpose:

	Why are you hosting this event?  ____________



	Preparing Yourself and Your Staff:

	Staff Considerations:  Determine how the event will be organized.
· What is important for you to know before hosting this event?
· What does your staff need to know about this event?
· What role which each staff member play during the planning of the event and during the event itself?
	Describe considerations you and your staff will need to make in preparing for this event.  ____________



	Materials Needed

	Consider handing out informational packets for your participants to take home.  If possible, assemble packets in languages other than English if relevant to your community.  
	What items are necessary for the success of this event?  Include media you will use during the event and items for takeaway packets.  (books, videos, presentation slides, online resources, virtual platforms, etc.)
· ____________
· ____________
· ____________
· ____________

	Takeaways to Consider:
	

	
	Details about future events, services you offer, and programs
	

	
	Library card applications and checkout information
	

	
	Partner information
	

	
	Age-appropriate resources and at-home activities
	

	
	Parent tips and resources
	

	
	Resources from state and national government agencies, organizations, and associations (DOE, PTA, etc.)
	



	Partnerships:

	Determine which community resources/leaders to involve in your event. Do not forget to reach out to your library friends group for assistance with possible funding needs. Determine which to invite to be speakers and/or facilitators.

	Partnerships to Consider:  
	What will the role of each partner be?

	
	School librarians —they may well be your strongest allies! 
	  ____________

	
	School superintendent or principal 
	  ____________

	
	Curriculum coordinators and classroom teachers 
	  ____________

	
	Local Celebrities (the mayor, school board members, city council members, etc.) 
	  ____________

	
	Head Start, preschools, daycares
	  ____________

	
	PTA 
	  ____________

	
	Home School Parents
	  ____________

	
	Other:  
	  ____________



	Time and Place:

	Event Time:  (Saturday, September 13, at 11am; Every Tuesday at 4pm)____________
	What location is most suitable for your event?

	Time Considerations: 
· Day of the Week, Week Day, Weekend
· Time of the Day:  After school, Evening 
· Will you host the event more than once or plan a series of mini-events?
· Will you offer several time and date options?
· Will you offer follow-up events for this occasion?
	
	Public library

	
	
	School library  

	
	
	Community facility:____________

	
	
	Other:____________

	
	
	



	Publicity and Building Interest:

	Consider how you will promote your event.  What is the best way to publicize the event to get the word out to your target audience?

	Types of Publicity:
	How you will advertise.
	How you will pique interest in your event?

	
	Social media:  (Facebook, Twitter, etc.)
	____________
	
	Providing a meal

	
	Newspaper
	____________
	
	Snacks 

	
	Website
	____________
	
	Babysitting service for the event

	
	Brochures
	____________
	
	Homework help

	
	Signs/Posters 
	____________
	
	Library card applications

	
	Newsletters
	____________
	
	Other:  ___________

	
	Phone calls 
	____________
	
	

	
	Displays 
	____________
	
	

	
	Other relevant languages:  
	____________
	
	

	
	Other:  (email distribution lists) 
	____________
	
	


Adapted from AASL/ALSC/YALSA CCSS Action Toolkit for Public Librarians at www.ala.org/aasl/toolkits.
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