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This training manual is here to be helpful, a starting point, a “fill-in-the-blank”, a support for you. It contains hints, ideas, dos and don'ts from people who have been there and have seen what works, what doesn't and the glory of God in people who reach out to one another. There are many ways for God to use this event for His glory! He may have you use some, or all, of these suggestions. We look forward to reports of new ideas too!   

This event as a whole will be huge! Nationwide! Incredible! For your individual church, it can be as big or small as you wish. It is to be inspiring, not overwhelming. Every church involved should do what you can. Sometimes less is more! You may want to keep it simple. The message of the Big Give is important, not the grandeur.

Whether you are a small church or a big church, this event can be for you and your congregation. Some methods may differ depending on the size of your church or the size of the event you feel lead to do.

There is no limit either way!!    DREAM IT..............DO IT!!!


						
















.
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Part One---- Ok, we are doing this!

I. Getting Started

Point Person 

Each event needs a person who is at the helm. Not doing everything.... delegating everything. This person should have the vision and the energy to pass that vision to others working with them. They must be able to delegate, and let it go. That means the point person must build a team of people they can trust to take their job and run with it, reporting back as things are accomplished. 

Budget

This will be determined by the size of the event you decide on, or the budget may be the deciding factor for event size. The point person will be in contact with the church board or Pastoral staff member for this (if the point person isn't either of those).  Even if your event has to be cost neutral it can still be done.

Venue

Are you a big church or a small church? Do you have a large facility/property? Will this be in your gym, fellowship hall, parking lot, a park near your property, or somewhere completely off site? Each of these requires it's own considerations.

a) Small church – If you decide to have the event at your own site, you need to consider space for the collection of items and their storage. The size of your event will also depend on the number of volunteers you have to work with. Your event may be special in its intimacy.
b) Large Church -  – If you have lots of storage, lots of property and lots of volunteers, you have the opportunity to have a carnival sized event!
c) Off-site – If your event will not be on your own property, you need to consider the following: a point person at that site to work with (e.g. School principal), storage and transportation of items to the site, the culture of the neighbourhood (you may decide not to hand out religious Materials, Bibles, etc.), and if the property is big or small, will your event be intimate or a carnival?

If it is to be held at a nearby park then permits may be required from the city/town in advance. * (Please refer to section on Considerations for Off-Site Events)

Register Your Church – www.thebiggive.ca 

Register and tell us what you are doing for your Big Give (including time, location, if you are accepting donations and when, what exactly your church is doing).
· As soon as you have all of your details worked out, please email them to Janice@onewayministries.ca 
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II. Ideas

Besides giving things away, we have the opportunity to interact and bless our communities in a multitude of ways! People have come.... now bless them! Have fun! Get to know them! Feed them! Love on them! Have things for people of all ages, and involve everyone in your church from the kids to the elderly! The youth might run the face painting; the elderly ladies love to sort the donations!

The following are just some ideas to get you thinking:


free give away					
free bagged lunches
free breakfast
free car wash
free games for children, bouncy castles
free live band/music
free face painting
free haircuts
free family photos
free manicures (keep this one simple)
free neighborhood clean up
free bike repair
free balloons for children
free “prom” station
free BBQ (be very mindful of cultures)
free shoe shining
free prayer booth
free Guitar lessons
free button sewing/mending
free bakery table
free movie in the park with free popcorn
free beach towels & sand toys
free Bibles
free entertainment
free dog washing
free church tours


There may be professionals in your congregation who would love to bless people with their gifts! (e.g. photographers, hairstylists, etc.)

III. Do what you do best

If your church already does a community outreach, do it on that day! Your event can complement the BIG GIVE! There is not just one way to bless people....

Note:

This manual details everything we could think of for a small or large-scale event. Please use this as a guide for whatever size or type of event you decide is right for your church and community. 
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Part Two-------Now What?


I. Timeline (if possible), Not to worry if you've passed some of these dates. Do what you can. 

March – team leaders in place (possibly having a team beginning to work together) ready to attend training sessions

April – Announcements start to be made to introduce The Big Give happening in your church. You could show the promo video or put an announcement in your bulletin or make a verbal announcement.

Right after Easter – volunteer sign-up day at church. Promo video shown in service.  A meeting after service for any and all who would like info about being involved, then the opportunity to sign up.

May – consider a prayer walk through your church's neighbourhood. People strolling quietly, praying as they walk, dispersed throughout the neighbourhood in small numbers is the suggested way.

End of May - start receiving items





II. Volunteers


There will be several groups/teams needed, some of which may include:

Team leaders – They will be involved from March until June and will hold planning meetings. (e.g. Volunteer coordinator, ministry set-up coordinator, food, sorting/collecting, sound, loading/delivery, security, parking/admissions, signage, flyers/maps distribution, grounds supervisor/lead/manager)

Collectors/Sorters/Sign makers – They will be involved once you start collecting and may also be there the day of.

Designated ministry/station – These are the people who will “man” the stations outside of the give-away (e.g. face painters, food service, security, etc.). Each of these stations will have a team captain who will be met with early on, and will pass on info regarding set-up, conduct, cleanup, to their own volunteers.

“Day-of”s – These are people who have offered to be available on the day and are willing to be used wherever they are needed. These will be the people to help set-up and “man” the tables/sections of the give-away. 
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Part Three ----- Details, details, details.........


I. Sign-up Day

This should be on a Sunday following Easter. Your flyer/announcement has been in the bulletin for a few Sundays now.

During the service, the promo video could be shown, followed, or preceded by, an exciting announcement. You could hold a meeting immediately following the service and invite any and all who are interested in learning more about this exciting event that your church is being a part of. 

If you decide to hold this meeting, discuss what your church plans to do on that day. Then provide the opportunity for volunteers to sign-up. Or you could just have a sign up table in your foyer after the service with severals ways of signing up:

1. Have sign-up sheets with pens and paper
2. iPads/laptops with Excel spreadsheets to gather information
3. Some churches can offer the option of signing up on their church website

Your sign-up should be done in one of two ways:

Same spreadsheet/paper for everyone. Ask for name and contact information. Have a list of volunteer options with boxes to check off.
Different spreadsheet/paper for each volunteer option. People sign-up on the spreadsheet/paper that corresponds to their area of interest. In this case, if you have your team leaders already, they could be at a table with the sheets for their area. This way also provides the easiest way to compile information afterwards.

Note: If you go the pen and paper route, emphasize the importance of legibility on the sign-up sheets! Give ample room for e-mail address. Consider having the sheets in landscape format. You have gone through the effort of recruiting. You do not want to miss someone because you cannot read their information.

As soon as possible following this meeting, each volunteer should be contacted and thanked for their willingness to serve in this way. Even if you don't have any other information to pass on at this point, it is important that they feel a part of things going forward.

Some teams will need to have meetings to plan their part of the event. Other teams may need only to stay connected by e-mail. Still others, for example, the “Day-ofs” may just need a reminder email to show up at a certain time on the day of the BIG GIVE. This can be determined by the team leader and the point person.
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II. Getting Ready

This section is simply a list of areas you may need to consider depending on the size of your event. These are areas that have proved helpful and necessary in past events. Many of these could require their own team and leader.

Live band/Music

This is a great way to have people in your congregation with musical talent minister on that day.


Security

The size of your event will determine the necessity of security.


Parking/admissions:

You may have to consider barricades to ensure a safe distance between drivers and pedestrians.

There should be a clearly marked entry to the Give-Away area that can be opened at a specific time. People WILL line-up for this.  


Signage

You will needs signs for entry, for the ministries and services and for each of the areas in your give-away.


Flyer distribution

You may consider sending teams out to neighbourhoods you hope to bless to deliver flyers.


Loading/delivery

If you are offering a delivery service for big items in your give-away, ensure you have a designated loading zone and a clear message regarding the extent of this service.

If you are holding your event off-site, you will need to arrange for loading, delivery, and unloading.


Ministry/services set-up

On the day of the event, you may need someone coordinating the setup of your services. You may need tables, tents, table cloths, chairs, etc.  
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Food service:

If you want to serve food, consider the culture of the community where you are (re: pork? Vegetarian?).
A baked goods table is always a hit. Someone in this group should be assigned to bring water to your volunteers especially if you are outside. 


Collecting/sorting

This area has its own section! See upcoming pages!


Grounds supervisor

The day of the event there needs to be a person who is available for volunteers and attendees to question and get directions. This person needs to know the location of services, first aid, bathrooms, etc. This person must also be able to kindly suggest that people allow others to feel the blessing they are feeling by resisting the urge to be greedy. Be diplomatic and loving!


First aid

At any event there should be basic first aid available and clearly marked. If there is a health professional in your congregation, that would be a wonderful way for them to be involved.


Lost and Found

Someone always puts their purse or their jacket down and forgets it! ALWAYS



*Important considerations for off-site events*

Permits – You may need to consider the necessity of having a permit if you are planning to have your event in a park, etc. If you require a permit, make sure you HAVE IT WITH YOU on the day of the event. You could be asked by a city official to show it on that day.

Port-a-potty – People always appreciate easy access to facilities.
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III. Collection and Sorting


(This section is relevant only if you are planning to do a free garage sale/give-away as part of your event. This will start a week or two before The Big Give.)


Space for collecting and storing

Determine where you will collect and store everything until June. Can you do this in your building? Church ministries may need the facilities.

If you are holding your event off-site you will need to consider your collecting, storing and transportation options. 


Schedule

Volunteers should be contacted well ahead of collection days to set up a schedule.

Collection times should be approved by the church administration. In most churches, a staff person (or other approved person) must be in the building when it is open


Supplies

Tables and chairs for volunteers. Table should be stocked with: paper, pens, post-its, markers, packing tape, scissors, masking tape, gloves, etc. There should be a copy of the schedule, and contact information for the team leader, point person and the volunteer coordinator. This table should be at the entrance to the drop-off/donation area.

Signs necessary at the entrance: “Hours of Operation”, and “Items Accepted for Donation”, “Please Do Not Leave Items Outside Door”.

Other supplies needed for the space: tables, garbage bags, boxes, clothes racks, hangers.



Set up

Have your collection area set up with signs on the wall indicating where donated items are to be placed. Have a table in each of those areas. Simple signs and tables can be shifted as you see which areas need more or less space. 
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Collecting and Sorting

Ideally, this gets done at the same time. Items are brought in, volunteers gratefully accept items that are included on the posted list, and politely decline items not being accepted. Testing of electrical/battery-operated items is also ideal at this point. Have light bulbs, extension cords and batteries on hand to test before accepting. Due to time constraints, comfort level of volunteers, and sheer volume of people showing up to donate, the sorting and testing may have to be done later during down-time.

During drop-off, it is advised that people donating leave items at the front table rather than “help” you by organizing and placing things themselves. This will discourage “shopping”. People are naturally curious and will love to “just take a peek” at everything, but it can quickly get overwhelming to have people going about inside the drop-off area. 



Suggest items to donate

For many reasons (space being an obvious one), you may decide to accept only certain kinds of items. This should be clearly stated in announcements and on a sign at the drop-off.

In previous events, the following items were accepted: clothes, shoes, sports equipment, toys, books, linens, decor, dishes, appliances, furniture, baby items (caution-see note below), stationery/office supplies, electronics, computers, luggage, jewelry/accessories, movies, CDs, and so on.

Request that people donate plastic shopping bags. Lots! People can use them to shop at your give-away.

A few notes of caution:

Baby items like car seats and strollers may put you in a position of liability. It may be wise to not accept such items.
Items like books, movies and such may contain material that would not reflect well on the church. Carefully consider this.
Old computer monitors and equipment tend to be leftover. This may become a disposal issue for you if you accept too many. In the event of hard drives they could also contain material that would not reflect well on the church.  
Clothing is totally acceptable but please ensure that is is clean and appropriate.
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IV. The Big Day!

What time will you hold your event? Anytime during the day or evening.

Early in the morning

Meet with volunteers before to give a pep talk and pray as a group. Depending on the size of your group, you may want to serve coffee/tea and muffins, or something similar.

If you are holding the event outside, this should be done about an hour before to allow time to get things outside and set up. Have a Plan B should it rain.

The entrance to the give-away area should be set up well ahead of time. Remember, there will be a line-up long before you are ready to start! Having balloons, and banners add excitement and clearly mark the entrance. 


Time to set up (if moving everything outside)

Have a map of your intended layout done beforehand and have someone with that map available directing the setup. 

For each section, have the table and sign moved out first, then bring the items. The volunteers assigned to that section should start unpacking and setting up. Someone should go to each section with shopping bags to be given to “shoppers”. 

While the outside is being set up, the ministry areas can get ready too. 

Ensure that everyone is set up and ready to go before starting. An announcement at the entrance adds excitement to the event! 


And.....GO!

Smile, share, and laugh, love as much as possible! You are God's hand extended today!

Clean up as you go. Have volunteers circulate to remove empty boxes, pick up garbage, etc.

A food service volunteer should circulate bottled water and food to the volunteers.





[bookmark: hgjdgxs]
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You did it!

Clean-up

Leave the place the way you found it. This is especially important if you are holding this event off-site.

You may need to have organizations on standby that will accept leftover items. You may also need extra garbage bins to dispose of items and garbage generated that day.




Acts 20:35 - “...remembering the words the Lord Jesus himself said, 'It is more blessed to give then to receive.'”
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