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COORDINATION

ACTIVITIES
g g
1 What’s Important and Fun? 9 Last-Minute Checklist
g 4
2 Write It SMART-ly! 10  How Did We Do?
d -l -
3 Hope for the Best 11 Human Activity
¢ o .
4 Plan for the Worst 12 Designa Game
g i
5 Who Does What? 13  Lead a Game
g 'l
6 Who, What, Where, When 14 Tournament Paperwork
g g
7 Plan to Meet Again — Soon! 15 Run a Tournament
¢
8 Take Note
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6 — Event Coordination

ACTIVITY 1 What's Important and Fun?

Instructions: Think of goals that would apply to the event you are going to run. Write them here.

Now write your goals on one of the flip-chart pages on the wall. Your teacher will give you red and
blue stickers.

Blue = priority
Red = fun to do

Walk around the room looking at each posted goal.
Place a blue sticker beside goals that you feel are
important to achieve. When you see a goal that you
think you would enjoy doing, place a red sticker
beside it.

Once all stickers have been placed beside the goals,

add up the number of blue and red stickers beside

each. The goals with the highest blue stickers and red
stickers combined should be the goals that the group
uses for the tournament.

The goals receiving the most red and blue stickers were:
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ACTIVITY 2 Write It SMART-ly!

Instructions: Using the SMART principle, rewrite the goal statements from Activity 1.

S
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ACTIVITY 3 Hope for the Best

ideas without comment or judgment.

Instructions: The first step in creating the event plan is to envision how the perfect event would
look. Brainstorm to come up with a wide range of good ideas for the activities, logistics, format,
committee structure — any aspect at all. Remember the rules for brainstorming: accept and record all

Brainstorming Form

Brainstormed Ideas

Top 10

Selection

Top 3

Selection

Narrow down the options to the best 10 and then the best 3. Discuss how each of them can be

implemented.
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ACTIVITY 4 Plan for the Worst

Instructions: You have brainstormed and selected your top three ideas for your event. You must now
determine possible challenges with these selections and plan alternatives.

For practice doing this step, consider the examples that follow.

Scenario 1
Your group has planned a Pep Rally. You booked the gym in advance, but when you arrive early to set
up, you find that the gym is already set up with desks and chairs for a municipal election.

Scenario 2

You are hosting a basketball tournament involving eight local teams. You have guaranteed each team a
minimum of two 40-minute games. You are on a tight schedule to complete the tournament within the
scheduled time on the permit. When a fire alarm goes off and everyone has to evacuate the building,
you suddenly find yourselves 30 minutes behind.

Scenario 3

A Tabloid Sports Day has been planned for students on the soccer field. Your crew has arrived early to
set up, but an unexpected thunderstorm makes everyone run for cover. The field is saturated.

Write a “Plan B” for one of the scenarios above.

Now try this with your actual event. Use the form on the following page to help you.
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Programming Problem and Alternatives Form

Proposed Event

Date

Location

Time

Proposed Activity

Challenges

Possible Alternatives
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ACTIVITY 5 Who Does What?

Instructions: Brainstorm all the tasks that will need to be completed for your event to be successful.
Then, using highlighters, try to group the tasks into areas of responsibility.
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Instructions: As a class, come to some conclusions about the committees that are needed for your
event. Write in the names of the students who volunteer for each committee. Write in each committee’s
responsibilities for your event.

Staffing Your Committees

Subcommittee | Members’ Names Subcommittee Responsibilities
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