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Thank you so much for hosting a new houseparty.  At the Stewards’ Trust we are so appreciative of the work of our incredible group of volunteers organising and enabling our events.
We want anyone organising a new event to be aware of the various things that need to be considered.  Hopefully this helps you to see exactly what is involved and us to know that all the bases have been covered.  
Practicalities: decide who finds the venue, liaises with the venue, decides number of guests, who will organise the food/cook and be in charge of the budget (costs will include venue, speaker, worship leader, food, admin contributions etc).  I am also attaching a spreadsheet that you may find useful for costings.
Faith-wise: we ask for teaching to be consistent with the Stewards’ Trust Statement of Faith (pasted below).
Teaching: our strapline is “Disciples Making Disciples” so it is important that all events have a teaching, fellowship and prayer aspect.  We ask all hosts to check their proposed speaker with us. 
Risk Assessment: [see below]
Safeguarding: we have strong safeguarding policies for all our events: 
Here is a link to the Trust’s Safeguarding Policy.
References: please would you provide us with two references.  If you have been part of the Stewards’ Trust for many years you may not feel this is necessary, but we would really appreciate it.  
Praying: it is a good idea to get a wider group than just the hosts praying for an event, to really cover it in prayer.
Thank you! 


Suggested timeline for: 
HOW TO RUN AN EVENT

	
9 months before the event 
	
Gather a Team.  
Fix a date for the event, ideally in time for the Stewards’ Trust brochure (which is put together in November and sent out in January). 
Discuss which speaker and worship leader
Decide on the theme 
When venue is booked, ask Henrietta to pay the deposit for the venue 
Agree price per person (the budget needs to take into account the following costs: venue, catering, speaker fee and expenses, worship leader fee and expenses, admin contribution (£10pp for 2-4 day event).  You may find it useful to use the attached spreadsheet to calculate your budget and costs (fill in the relevant yellow boxes). [attach here]

Consider if you want to give bursaries to any attendees.
Fix all the meeting times and dates up to the event – and decide which are going to be in-person and which on Zoom  


	
6 months before the event 
	
Convene on where you are on speakers and worship leaders 
Decide on the shape of the event 

Book the caterer (if not already done) or sort out what’s going to happen about this 


	
3 months before the event

	
Send Henrietta an image, wording for the mailing blurb and the cost and times etc. to put on the ST website and for her to send out the mailing.  The mailing will include a link to registration and payment.  
(The Stewards’ Trust account to pay into is sort code: 30-90-89 and account no: 48336568). When people register you are automatically sent a copy of their confirmation email.

If you’re going to have testimony slots, work out who you want to ask to do them  
If there is going to be prayer ministry, work out how that will happen 

If you are going to do any publicity material then this is the time to get it printed and begin to distribute.

Decide who on the team will have special responsibility for safeguarding and assessing any risk associated with the activities / venue.  


	
1 month before the event
	
Checklist:
Confirm all OK with venue, caterer, speaker, worship leader 
Check with the venue what time you can access the venue 
Confirm numbers coming.  Tell Henrietta when final applications will be accepted for her to adjust the website 
Tell the caterer final numbers
Email a wider group of supporters for prayer support for the event


	
10 days before the event
	
Double check with the venue about the time that you can access the venue etc.
Go through the numbers, decide when final applications will be accepted, and tell the caterer final numbers.
Divide up the jobs on who is doing welcome and final prep – e.g. do you want labels etc., should you have a printed programme (with feedback questions on the back of it?) etc., final travel/transport information for attendees. 

Will there be any ST leaflets for giving out?


	
On The Day:

	
Team arrive and set up welcome area (for labels/info etc)
Check emails to see about cancellations etc.


	
Day after the event: 
	
Ask Henrietta to pay the bills 
Thank everyone 


	
10 days after the event
	
Have a wash-up meeting to discuss the day
Analyse the feedback forms
Discuss what timetabling tweaks might be needed for another year 
Find out who is happy to continue on the team and who wants to leave.  Suggestion of new members?





Stewards’ Trust Statement of Faith for leaders and helpers:

We believe and trust in God the Father who made the world.
We believe and trust in His son Jesus Christ who redeemed mankind.
We believe and trust in His Holy Spirit who gives power to the people of God.
We believe that the Bible is God’s authoritative word inspired by the Holy Spirit.
We believe in the forgiveness of sins, the resurrection of the body and life everlasting.

We will do all we can to point people to Jesus in what we think, say and do.

Signed _____________________________________________________________________

Date ____________________________________

If you feel unable to sign this declaration of faith we would still love to have you on a team in a
supporting role and would ask that you would respect the above and uphold it during the week.

Risk Assessment Form: 
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Appendix 10 - Guidelines for praying with children & aduits

We believe that prayer is a fundamental part of ministering to people of all ages and should
therefore be done safely and sensitively. We believe that during prayer ministry, children and adults
can experience the power of the Holy Spirit and we should therefore steward these moments in
ways that are respectful and kind. There is a natural power imbalance between the person who is
praying and who they are praying for and this should be acknowledged and reflected in the care
that is provided.

 Keep eyes open to see what is going on and to act if it is necessary.

e Maintain dignity at all times. This includes tissues available for tears, not drawing
unnecessary attention to the person being prayed for, taking care if they need to lie down.

« Be aware of clothing and the lack of dignity that it may bring in certain situations e.g. when
lying down.

« Avoid manipulation of emotions and actions. Examples of this would be suggesting that a
person is feeling a certain way, encouragement of financial giving etc. The focus should be
on listening to the person and listening to God rather than offering advice or ideas.

e If someone experiences an emotional response to prayer, ensure appropriate pastoral care
and follow up - the event host should take responsibility for this .

o Askbefore you act e.g. if someone is happy for you to put a hand on their shoulder.

* If yes, make sure it is on the shoulders and is a light touch.

e Pray with the same gender and in a public space.




