Growing Great Families Conference
Conference Date:

Location:

Conference Schedule:  (sample)
8-8:30 Registration and Breakfast

8:30 Keynote

9-9:45 Sessions A

9:45-10:30 Sessions B

10:30-11:15 Sessions C

11:15-12:00 Sessions D

Committee Meeting Dates and Locations:
· Meeting dates and locations
· Committee Member Chart
· School contact chart (if more than one school is included)
Sub-Committee Chairs:

· Sponsors
· Food 
· Child Care
· Door Prizes
· Workshops/Presenters 
· Conference Brochures
· Publicity/Advertising
· Volunteers for Conference Day
Sponsors:

· Name listed in brochure, newspaper publicity, day of, etc. 

Food: 
· Breakfast

· Snack

· Child Care snack

Child Care:

· Adult Supervisors

· High School Student Coordinator (provides leadership role)
· Adult and high school helpers

· Mix of active and calm activities planned

· Materials needed

· Snack

· Child care policies set (sign in/out, etc). 
Door Prizes:
· Ideas

· Contacts with local businesses

Presenters and Topics:

· Topics wanted, need a presenter… 

· Topics with presenters in mind…

· Presenters with topics in mind…

· Experts in fields of education, counseling, etc. 

· Keynote speaker

· Presenter application

· Presenter notification letter

· Certificates for presenters

Fliers, Brochures, etc.:
· Save the Date Fliers

· Pre-Registration Brochure

· Conference Program

Publicity:

Signs to promote conference

School handouts

Teacher newsletters, notes from teachers

School websites

Social media

School marquees

Conference brochure and save the date fliers

Local newspaper support

Phone calls, school-wide phone blasts

Create a website for conference

Volunteers needed the day of the conference:

· Adult registration table 

· Door prize sign up

· Breakfast

· Child care 

· Workshop assistants (floaters in hallway)

· Snack helpers 

· Student ambassadors to greet, give directions, and help with children

Conference set up:

· Review conference details with administration and custodians

· Permission from teachers to use rooms

· Banner and signs with conference logo and name

· Signs to label workshop classrooms 

· Parent/Guardian sign in

Materials for Attendees:

· Folder, conference program, advertisements or handouts, blank paper, pen (donated pens from a local business), conference evaluation form

Expenses:
· Price items needed

· Form a budget 

Post-Conference:
· Conference recording sheet (data of how many attended)

· Committee post-evaluation 

Report to any grant funders, sponsors, etc. on conference success 

