ParishsoFt

by Ministry Brands®

Summer Programming
Checklist

3-6 Months Before

Choose dates and get Parish approval
Choose theme/ curriculum/ activities etc.
Set Budget

Reserve spaces
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2-3 Months Before

Recruit Volunteers

* Use sign up sheets, registration forms etc.
Create registration forms

Open registration
Promote event/ program
Order supplies
Finalize daily schedules and activities
Complete background checks
e For all Volunteers and Staff
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https://support.parishsoft.com/hc/en-us/articles/14635798595867-PSFS-Family-Directory-Reports-How-to-create-registration-forms

ParishsoFt

by Ministry Brands®

Summer Programming Checklist

1 Month

Finalize schedules

Send emails to parents and volunteers with important information
Organize First Aid & Emergency plans

Host Volunteer Orientation

Create class in PS

Add All Registered Students to VBS class
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Program Week

U Welcome Kids
O Print attendance sheets and track throughout program
U Monitor safety

Post Program

Thank volunteers

Invite families to future Parish events
Add new families to PSFS

Clean up and store supplies

Hold debrief and document any Feedback
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https://support.parishsoft.com/hc/en-us/articles/14635412895003-PSFS-Religious-Ed-How-to-get-an-attendance-sign-in-sheet-or-a-blank-attendance-sheet
https://support.parishsoft.com/hc/en-us/articles/32056371628827-Communicating-with-Your-Holiday-Visitors
https://support.parishsoft.com/hc/en-us/articles/31920230288027-Add-a-New-Family-Record
https://support.parishsoft.com/hc/en-us/articles/14630071213723-PSFS-Religious-Ed-Students-Volunteers-Communications-How-to-email-volunteers
https://support.parishsoft.com/hc/en-us/articles/14636192408091-PSFS-Religious-Ed-Classes-Sessions-Add-How-to-add-a-class

	Slide 1
	Slide 2

