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“Alone we can do so little; together we can do so much.”









       --- Helen Keller
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General Info

Purpose of Team TN Events

Statewide events reinforce AmeriCorps ideals and can be a milestone in a member’s term of service.  They build an Ethic of Service and Esprit de Corps among members.   While providing an opportunity for members to feel part of the larger national service movement, statewide events also give us a clearer picture of the AmeriCorps network to which we belong. Seeing the impact we make when coming together also reinforces the vision of what we get done all across Tennessee.  Thus, planning quality statewide events that allow members to interact and learn is an integral part of a program year. 
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Types of Team TN Events

 Most of Team Tennessee’s statewide events are service projects planned around a national service day such as Make A Difference Day, Martin Luther King Day and National Volunteer Week. Other events include celebrations like an AmeriCorps kick off/ swearing-in ceremony or a Life After AmeriCorps /graduation ceremony.

Roles and Expectations

Every member of Team TN AmeriCorps has a role into making a statewide service event successful.  The following is a list of roles and expectations compiled by Team Tennessee Program Directors:

Host Agency/ Host region:  

· Plan and coordinate event

· Keep commission updated

· Inform other PD’s of how they can help

· Have good leadership and organization
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Commission: 

· Inform PD’s of importance of statewide events. 

· Prep new PD’s for service events. 

·  Prep Host agency

· Be a communication liaison for PD’s and board.  

· Provide support and assistance where needed.

· Make sure project is planned according to Commission standards

· Final site visit/ event run through

Program Directors:  

· Organize and prepare members for event emphasizing the purpose of a statewide event. 

· Introduce ethic of service and esprit de Corps to members  

· Build enthusiasm, and help members see they are part of a bigger picture.

· Coach and monitor members at the event.  

· Turn in registration and other necessary communication on time.

Members

· Be accountable for showing up and serving

· Meet members from other programs

· Be visible

· Serve and have fun

Planning a State Wide Event

Budget: In 2006, the estimated amount allocated for statewide events is $10,000.  This amount is added to the lead agency’s PDAT budget for the planning of the event.  This includes, food, lodging and supplies needed.  All expenditures have to be allowable under the PDAT Special Provisions and the Federal OMB circulars. 

Examples of allowable costs: Supplies needed to carry out a service project that is part of the statewide event.  

Examples of non-allowable costs: trophies for individuals at the event to take home.  In some cases, t-shirts and other items that could be taken home as a souvenir is allowable, if the item is necessary to the statewide event or statewide training. Exceptions could include special uniform t-shirts so members can be recognized as volunteers for an event; 
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or pens used as part of a statewide training. If a recognition ceremony is part of the event, any items for recognition of special guests may be allowable.

Liability Issues:  Members are acting in an official capacity at statewide events and are covered by occupational insurance and the liability insurance of their host agency.  Therefore, release forms are optional and up to the discretion of the host agency.

Media /Publicity: Getting the word out about your event to the surrounding community is important. The following steps toward good publicity are recommended.

· Register your event on the Corporation’s or sponsors’ websites if applicable (ex: USA Today’s Make a Difference Day website)

· Get as many community organizations involved as possible.  

· Make sure local media (local and regional newspapers, TV and radio outlets, college, community, church or other special interest publications) receive press release including event details. A good release should be sent three weeks prior to the event and include specific details, quotes from participants or leadership, and general information about AmeriCorps and the host agency.

· 3-5 Days before an event, fax Media Advisory; call reporters to verify receipt and follow up on any questions

· For reporters who show up to event, have press kits which include:

· Press Release

· Agenda 

· Fact Sheet

· Background on the Service Day

· Your business card

Event Planning Guide for Service Event

At least 6 months before:

· Commit to host the event

· Identify a meaningful service project. Find a community partner, agency or population to help fulfill a community need (look at the needs of you partner agencies and the populations you already serve)

· Expect 200-300 AmeriCorps members for 6 hours

· Include an inclement weather option and a project that is accessible to all ability levels

· Look for a project where results can be seen or understood when the day of service is completed

· Plan lodging for 200-300 members for $25 per person or less 

· Search for assembly place

· Acquire food donations (with vegetarian options) or a low-cost food plan for 200-300

3-5 months before:

· Secure sponsors or partners for donations of project supplies and food

· Meet with key community members affected by the project

· Prepare final budget

· Confirm lodging in writing

· Confirm assembly space in writing

· Confirm low-cost food plan

· Finalize transportation to and from hotel, meal site, and service sites

· Present draft agenda to Corps Council members, Program Directors and Commission staff for feedback

1-3 Months before:

· Invite other streams of service and community members

· Finalize registration and lodging check in

· Plan for late arrivals

· Make a communication plan (cell phones or radios)

· Plan kick-off dinner or event:

· Sound and lighting system

· Orientation to event (include purpose, Esprit de Corps/ethic of service, and introduction to event)
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Swearing-in component

· VIP’s who are speaking or are recognized

· Additional recognition

· Corps member mingling

· Develop media releases

· Plan for Sponsor/ donor recognition

· Determine logistics of food access (how to avoid long jammed lines)

· Plan for recycling and waste 

· Have hydration and bathroom plan for service project

· Plan for Supervision of Service Project/ Site leader orientation

· Recruit local volunteers

· Begin a site clean-up plan for all venues

· Communicate with PD’s

· Explain Community Need and Service Project

· Include expectations and dress codes (AC shirt, etc.)

· Obtain clear, accurate directions and maps

· Establish deadline for feedback


· Make attendees/ room lists

· Plan for special needs/ dietary and service-related accommodations

· Plan post-event celebration, reflection, evaluations, and “thank yous”


· Prepare and plan signage

· Plan for recording service done quantitatively

2 weeks before

· Review thoroughly all plans with Commission staff and do a site walk-through

· Make copies of evaluations and sign-in sheets

· Trouble shoot

· 3-5 Days Before Event, fax or email media advisory
Day of Event

· Go over agenda with leaders and brief all site leaders

· Designate a media contact

· Have sign-in sheets available

· Be flexible

· HAVE FUN!!

Follow-up 

· Send copies of sign-in sheets, evaluations, description of accomplishments, and PDAT invoice to Commission

· Pat yourself on the back for a job well done!
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Team Tennessee AmeriCorps Event Success  

Tips and Suggestions:

Planning 

· Delegate responsibilities

· Have a teleconference with sites and host agencies

· Invite the community

· Talk about statewide events to members during interviews and training

· Add local color (ex: excursions to TN Aquarium in Chattanooga, Civil Rights museum in Memphis)

· Send service site info and benefits to the community early to PDs

(Good pre-event information with

 dress codes and expectations


Clear, directions and maps)

· Establish First aid station and emergency plan

· Pad your time and do not run late

· Foster interaction within service groups

· Procure good signage and AmeriCorps banners to mark the event

· Encourage Cross-Corps mingling and service opportunities

· Identify cross-stream opportunities (invite VISTA, RSVP, NCCC)

· Foster strong support from community  

· Allow fun time, casual networking time

· Create nametags

· Ensure disability access at all event locations, including service site

· Allow adequate parking for cars, vans, buses

· Make available drinks/water and snacks throughout the event

· Ensure enough bathroom facilities for 200 people

· Establish hand-washing stations near the food

· Take plenty of photographs (before, during, after)

· Add special touches to welcome the Corps Members

· Set high expectations for members

· Designate runners and trouble shooters

Service

· Ensure project is meaningful and transformational. Impact should be seen or conceptual.

· Ensure project accessible to people of all abilities

· Have an inclement weather plan


· Allow for strong community input and presence




· Engage in equitable service projects (make sure some people are not shoveling manure all day while others bake cookies for an hour)

· Plan for end-of day victory (work doesn’t end way too soon or too much left unfinished)

· Show the day’s accomplishments at closing (slide show, etc.)

· Make leaders visible (bright vest, hat etc.)

· Obtain plentiful supplies and equipment for service


· Maintain effective supervision




· Practice good safety practices




· Have an efficient clean-up plan




· Start with a preliminary and on-site service orientation


· Inform leadership of all aspects of event
                 

· Plan project that will continue to flourish two years later

· Calculate quantitative outcomes (ex: how many trees planted, rooms painted)

Thanks to the AmeriCorps program staff, host sites and Commission staff who have pioneered statewide events and have given feedback to make these events a success.

Team TN Service Event Member Brief Sheet
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Team Tennessee has congregated for statewide events since the beginning of AmeriCorps in Tennessee. These events continue to be an exciting part of a member’s term of service.  The purpose of this sheet is to help you understand statewide events, our expectations, and answer any questions you may have regarding statewide service events.

Why am I traveling to do service when I provide service in my community everyday?  Helen Keller once said “Alone we can do so little; together we can do so much.” When all of Tennessee’s AmeriCorps members meet in one location, a lasting imprint is made on the community and on the AmeriCorps members.  By getting to know the different members from other Corps in Tennessee, we hope you will get an idea of what a difference we make across our state while strengthening our ethic of service and building an Esprit de Corps in Tennessee.

What is Team TN AmeriCorps?  Team Tennessee is comprised of 14 diverse AmeriCorps programs across the state.  We are approximately 300 members strong.

What is the Ethic of Service?

It is an internal belief, and happens when you see needs in your community and you take action to meet them.

What is Esprit de Corps?  This term is French for “Spirit of the Body or group.” It means “ a common Spirit of comradeship, enthusiasm, and devotion to a cause among the members of a group.”

When you are serving at your individual site, it can be difficult to feel a part of a larger movement of the 75 ,000 AmeriCorps members across the nation.  75,000 AmeriCorps members most who have the same ethic of service you do, the same challenges, the same goals and the same gray t-shirt!  As a unified group, we can make a huge difference in our nation.

What am I to expect?  Expect to have fun, get to know other AmeriCorps members, and provide a full day of service. 

What is my role? Represent your Corps and Team Tennessee AmeriCorps Program. Be flexible. Like any service project or large event, statewide events are hard to coordinate and plans sometimes change. Be prepared to jump in and help wherever needed.

What should I bring? Where am I going to sleep??  Wear comfortable clothes for the service. Be prepared for all types of weather.  Your Program Director will give you more information about your lodging and what to bring. 
MADD Statewide Service Event Evaluation

October 18-20

Clarksville, TN
Please rate the following items from 1-5, 5 being the highest, according to your satisfaction of each.








             below
             above






            
 poor    average    average    average    great

Friday, October 21st

1. Accommodations




1
2
3
4
5
NA

2. Dinner 





1
2
3
4
5
NA


3. Opening





1
2
3
4
5
NA

4. Key Note Speaker




1
2
3
4
5
NA

5. Swearing In




1
2
3
4
5
NA

6. Ice Breaker activity



1
2
3
4
5
NA

7. Overall Satisfaction with Friday Night

1
2
3
4
5
NA

Saturday, October 22

8. Breakfast 





1
2
3
4
5
NA

9. Service Activities




1
2
3
4
5
NA

10. Lunch





1
2
3
4
5
NA

11. Onsite Reflection




1
2
3
4
5
NA

12. Closing





1
2
3
4
5
NA

13. Overall satisfaction with MADD 


1
2
3
4
5
NA

14. What portion of MADD was your favorite?

15. How Could we Improve MADD?

17.  Comments/ suggestions of future events or trainings

