Inter Faith Week - handy checklists

Before the event

[ ] Createataskslist

[ ] Findavenueordecideon

avirtual platform

[ ] Invitespeakersorany
other contributors

[ ] Invitethe audience

[ ] Registeryour project at

www.interfaithweek.org/

submit

[ ] Contactcompaniesor
bodies such asyourlocal
authority to seekin-kind

[ ] Completearisk

assessment

[ ] Make sureyou have

appropriateinsurance

[ ] Ensurethat participants

have DBS checks if
necessary

Make sureyou have the
necessary equipment,
including softwareand a
stronginternet
connectionifhosting
online

support
[]
[ ] Invite your MP or Mayor

Let participants know
wheretheyneedtobe

[ ] Getany permissionsyou and when

may need [ ] Update yourwebsite with

yourevent

On the day: virtual events

[] Ensurethe meetinglink
and any passwords have
been sentto attendees

[] Ifyou’reusing awireless
headset, ensureitis
charged

[] Testthe meetinglinkto
make sure it works, and
checkthe settings to see
if participants will be
automatically muted etc.

[] Testscreen-sharing,
videos, and PowerPoint
slidesto ensurethey
function as expectedin
the meeting

[] Make sureyourinternet
connectionisstable-use
an ethernetcableto
connectyourdevice

[] Setupanyaudiovisual
equipmentand ensure
sound and picture quality
isgood
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[ ] Sendoutanewsrelease

aboutyour project

[ ] Asktwo orthree peopleto

record details of your
eventwhileitis
happening by making
notes and taking pictures

[ ] Setupasign-up orticket

webpage and ensure
attendees know how and
when they will receive the
meetinglink

If you’re chairingavirtual
meeting, tryto acquirea
second computer
monitor —itwill make
things much easier

directly to the router
where possible

[] Beginthe meetingearly

soyou arereadyto let
peopleinfromthe
waitingroomontime




On the day: face-to-face events

[] Arriveearly tocheckall ] Youmight wantto ask changingareasand
thefacilitiesare as visitorstofill out asimple refreshmentareas are, as
required -including any monitoring form to give a well asfire escapes and
audio/visual equipment sense, after the activity, meeting pointsinthe
-and haveallreception of the diversity of people eventof anemergency
arrangementsin place who have taken part :

] Ifyou are encouraging

[] Meetand greet - with ] Makesureyou have peopletotweet from
staff orvolunteers on broughtany paperwork your event, display
hand to meet people and such asevaluationforms prominently
show them whereto go or arisk assessment #interfaithweek and any

[] Ifyouarerunningan [] Make surethatthereisan othergnyhashtagyou
activity, keep alistof who identified First Aiderand areusing
has arrived or getthemto you know wheretheFirst [] Bringacamerato take
sign in Aid kitis pictures foryour records,

[] Putupsignsincludinga  [] Ensurethatpeopletaking totweetetc

big welcomesign partknow wheretoilets,

After the event

[ ] Tellthe mediaofyour [ ] Attheendoftheevent, [ ] Fillinthe onlinesurvey
success - have anews thankthe attendees, ontheInter Faith Week
releaseready to send to volunteers, supporters website - by learning
the national or local and sponsors from each Inter Faith
paper highlighting how Week, we canimprove it
your activity went forthefuture

[ ] Record feedback from
participants, stallholders

[ ] Include aphoto of the and volunteers [ ] Send photos to the Inter
activity with the news

Faith Network or tag
@IFWeek - this helps us
tellthe story of the Week!

[ ] Evaluate yourown
activity/event (seealso
the sheeton evaluating

[ ] Usesocial mediato and learning)
highlight your event

releaseto addvalueto
the story
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