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Program Planning
INTRODUCTION

Wow! You have the awesome and exciting responsibility to lead out in planning and presenting a program for Women’s Ministries.  This is an important assignment that God has entrusted to you.
It is likely that the program you are planning may be the very first introduction someone who attends will have to God and also to the Seventh-day Adventist Church.  Therefore, it is important to plan carefully and work prayerfully that it will be Christ centered, attractive, and rich in content.

If the program meets the needs and expectations of those who attend, they will develop confidence in you and in Women’s Ministries.  This is the best method of advertisement because when a future Women’s Ministries program is advertised, people will be excited about attending and bringing others.

(OH-1) The primary focus of a program is ministry!  We always need to remember that we are ministering to the needs of women.
(OH-2) Planning a program can be compared to an artist painting a picture. The artist will spend countless hours working on a particular painting until it depicts what he or she wants the viewers to see.  Likewise, when planning a program we will ask, “What do we want to portray in this program?” and “What do we want them to remember?”

You may be planning a short program of a few hours or one for an entire weekend. Regardless of the length, there are some general principles that will help to ensure an effective and rich program.

Program planning is a great task, yet it can be fun, exciting, and rewarding.  (OH-3) We are only God’s instruments. This is His program. He is using us to plan it. Therefore, the most important key that we will need every step of the way is to keep connected to Him through (OH-4) prayer, prayer, prayer, and more prayer!
Let us now pray together: (Following is an example of a short prayer):

Heavenly Father, as we discuss program planning, I invite the presence of the Holy Spirit to fill this room. May each of us realize the awesome responsibility we have as Your chosen daughters to serve in leading out in planning Your programs. We realize that through these programs others will have the opportunity to get to know You as their personal Friend and Savior. Thank You for this great opportunity for service. In the name of Jesus, amen.

FREQUENTLY ASKED QUESTIONS 
When asked to lead out in planning and presenting a program, some of the following questions may come to your mind:

(OH-5)
· Where do I start?  

· How can I ensure effectiveness? 

· Will people want to come? 

· What will make the program attractive? 

· How will I evaluate its success?

· What is the best advertising method?

· Is there a budget?

Now that we have identified some of the concerns that may arise, let us look at the steps we need to take in order to address these concerns while planning the program. 

STEPS TO PROGRAM PLANNING
Step 1. Your planning committee (OH-6)
Why is this necessary? 
· Support: A committee gives the leader moral, spiritual, and physical support in organizing and carrying out the program.
· Balance: Committee members bring balance as their varied ideas and perspective are incorporated.  A balanced program will better meet the needs of a cross-section of people.

A.
Choosing a Balanced Committee
Personal Contact: (OH-7) If possible, personally speak with people whom you believe you could comfortably work with. It is best if you avoid asking for volunteers as not all who are willing are qualified or committed to ministry. Try to find individuals with the same purpose and goal for ministry as you have. 
Consult with the pastor and other leaders whom you trust. Ask if they know of women who have an interest in ministering to other women. If you are able, observe the recommended person. If you feel that she would be an asset to the committee, make an appointment to talk with her and then invite her to minister with you.

b. Size of Committee
(OH-8) Large does not necessarily mean effective.  In fact, if the committee is too large it could be counterproductive.
The size of a planning committee could range from 3 to 9 members.  If you are in a small church and you can find only one other person with whom you could work, it is better to have a committee of two than for you to work on your own.  It is important to ask individuals who will be able to commit to working with you both for planning and implementing the event.
c. Composition of Committee
It is important to get input from varied perspectives.  It is best if women from various age groups, ethnicities, and professional backgrounds can be members of this committee. (OH-9) 
Representatives of various groups found in your church

· The leader–chairperson

· A young woman

· A single woman

· A career woman who is presently working at her career

· A homemaker who happens to be a mother

· A senior citizen
As you can see, several of these perspectives may be found in one individual.

d. Subcommittees
Each committee member can be appointed to be in charge of a certain aspect of the program. That person in turn may form a sub-committee to work with on her assignment. For example: Mary is a member of the planning committee. She is very musical and is asked to be in charge of organizing the music. She, in turn, can form a music committee to work with her. The committee will choose a song leader, a pianist or organist or guitarist (whatever musical instrument is available). Mary in turn will report the progress of the work of the music committee to the planning committee.   

Step 2. Choosing the Theme (OH-10)
Choosing the theme should be a function of the entire planning committee. When the members are given this opportunity to contribute, it gives them the satisfaction that their input is valued and significant. They will then take ownership and the program will become ‘ours’ instead of ‘yours.’   

What is an effective process for the committee to determine the theme?
One recommended method is through a needs assessment exercise. This is a simple method that helps in creating team spirit and also encourages a balanced approach in determining needs. Once the needs are identified, it is easy to determine the theme.

(Note to the Presenter: This is an effective exercise to do with the group.  Say: This exercise can be done with the Women’s Ministries Committee or any other committee that you are working with. This can also be done with the church board or other departments.)   

Let’s demonstrate this process.

Needs Assessment Exercise:

Exercise # 1: Identify three needs
Give each committee member a blank sheet of paper.

Say: Please list three areas that you feel are needs of the women in your church that you would like to see addressed in a program. Please do not talk with anyone when you are doing this. You have two minutes to do this. 

Exercise #2:  Prioritize the needs

Say:  While still working by yourself, look at your list. If you had to choose only one of the needs you listed as the most important need, which one would you choose? Put a check mark beside the need that you perceive as the most important.  Take two minutes to do this.

Exercise #3. List Group Needs

Say: Please get in groups of three. (If the committee has only five members ask them to form a circle making one group.  If there are six or more members, ask them to get in groups of three.) 
Say: Please appoint one of your group members as secretary of your group. (Presenter: Give the secretary a blank piece of paper.)

Say: You have individually identified what you perceive as the most important need. Secretaries, on the blank sheet of paper, please list each person’s most important need.

Say: Now, as a group, please look at the listed needs and discuss the importance of each need. You have five minutes for this discussion. 

This part of the exercise is essential as it encourages healthy interaction between the committee members. Interaction is a key element in planning team spirit.

Exercise #4. Prioritize Group Needs

Say: Thank you for contributing.  Now make a decision as a group on what is the most important need. Vote individually for what you consider as the most important need. Secretaries, please make a record of the votes.  The need that gets the highest score will become the most important need for your group. You have five minutes to do this part of the exercise. 


Exercise #5 Identifying the Theme

If you are working with two groups of three people each, and both groups have chosen one need, there will be two needs identified.  

Example: Group #1’s need may be “Learning How to Forgive”


      Group #2’s need may be “Self Esteem”

On a chalkboard or on a blank piece of paper print the needs and place them where they will be in the view of everyone. Now, with the committee, brainstorm on topics that will match the listed needs.

If the audience consists of men, women, and children, a general theme that would reflect both of these needs could be “His Touch of Love.”  If the audience consists of women only, the theme could be, “His Chosen Daughters.”  It is important to work with the committee to get ideas for a suitable theme. 

PHYSICAL SETTING
To effectively plan a program, it is important to have facts regarding the layout of the room where the program will be taking place.

Checklist for Physical Setting of program 
1. Program Theme:

2. Date of Program:




3. Place of program:

4. Speaker:

5. Main Meeting Room:
· Seating arrangement:  Theater style? Movable chairs?

· What is the seating capacity?
· Are tables needed?
· How close is the nearest restroom?

· How available is drinking water?

· Is a platform available?

· What is the size and height of the platform?

· How many chairs can fit on it at the same time?

· Is a podium available?

· Does it have a desk light?

· Is the ventilation adequate? (Can windows/doors be opened to allow adequate air circulation?)

· Is the lighting adequate for reading?

· Can the room be darkened for projecting video/overhead/PowerPoint? 

6. Audio Visual:

· Is there an adequate PA system?

· How many microphones are available?

· Is there a screen or a wall for projecting video/overhead/PowerPoint?

· Is anything blocking the view of the platform/screen?
· Where are electrical outlets? Do you need current converters or adaptors?
7. Meals Service:

· Is there an area for serving meals?

· How many can be seated at the same time?
· Who is going to prepare the meal?

· What is the cost?

· Sabbath preparation arrangement?
8. Additional Rooms:

· Are there additional rooms for seminars?

· If, yes, how many?

· What is the seating capacity of each room?

· Can the chairs be moved around? 

· Is there a chalkboard/whiteboard/flip chart in each room?

· Is there chalk/markers available?

· Will participants be able to hear the presenter without a PA system? 
· Is there a desk or podium in each room?
· How is the ventilation?

· Is there adequate lighting?

PRINCIPLES OF PROGRAM PLANNING (OH-11)
Now let’s look at program planning.
Whether the length of the program is for two hours or for a weekend, there are principles that will help to ensure quality and effectiveness.  Let us discuss what these principles are:

1. Christ-Centered—Throughout planning of the program, it is important that each aspect is centered on Christ. Always ask, “How does this reflect Christ?”

2. Organization—This is a major contributor to the success of a program. To ensure organization, it is important to make a detailed minute by minute schedule for the event. 

3. Relevant—For effectiveness, each aspect of the program must be relevant.   Ask: “How will this information be of help or interest to the individuals in the audience?  How will they benefit from it?”
Example: If the program is being presented to a general audience, a topic dealing with women’s health issues would be inappropriate. What would the children who are in the audience benefit from such a topic?

Topics that could be relevant to all might be on love, faith, purity, joy, forgiveness, etc.  

If the audience is comprised of women only, yet there are younger women in attendance, a topic dealing with menopause, or divorce issues might not be relevant to everyone.  Sensitivity to the needs of the audience is very important.  

4. Simplicity—This is always the choice way to go.  Remember, people from all educational and socioeconomic backgrounds will be attending. The more simple and straightforward the program, the easier it will be to run and to understand.  Keep announcements and instructions as simple as possible. The words used in verbal or written announcements should be simple enough that everyone would be able to understand. It is always best to stay away from the use of complicated words and phrases.

5. Interesting/vibrant—As the program is being planned, ask, “What features can be included that will bring interest and vibrancy?”     
For example:  Is there audience participation and interaction?



   Is there variety in the program?


         
   Are there enough or any visual illustrations or props?
    

6. Theme focused—When planning the program it is helpful to place the written theme where it will be in full view of the committee members during the time of planning.  This will help to keep the theme in focus as the program is being planned. The song service, scripture reading, special music, decorations, etc. should relate to and reflect the theme.

7. Music—Music is a very important part of a program, as it sets the tone for worship. It helps us to focus our praise on God, opening our hearts to hear Him speak to us.  Be sure that the person chosen to lead out in the music knows the theme of the program and knows how to lead out in song service.  Be aware that if the music is too loud or too soft its effectiveness may be lost.       

8. Attention to details—Details overlooked can be distracting when the program is being presented. It is important to be intentional in planning how to take care of the smallest detail in order to have a smooth running program. Example: Where is the offering put after it is collected? or

Is someone assigned to ensure there are enough chairs on the platform?

9. What to avoid—(OH-12)
· Jargon and complex religious phrases – As this is ministry, it is very likely that people of different faiths or religious backgrounds or no religious background or affiliation will be sitting in the audience. To make the program “visitor friendly” it is important to stay away from the use of jargon and complex religious phrases that are commonly used in our churches. 

Examples:  We need to fall on the rock and be broken.  

Make your calling and election sure.
The GC and the Division and the Union and . . .
The conference recommends . . . 
Vege-links and hay stacks will be served at the potluck today.
· Negatives—As each item of the program is planned ask if it includes scolding, complaining, tearing down of someone or something, competition, or boastfulness. When any of these are done, a negative feeling is left with the congregation.

· Lifelessness—If a poem, scripture, story or announcement is to be read, ensure that the person who is responsible for reading rehearses the part. It is important that words be clearly pronounced and the reader makes the reading come alive. Monotone sends everyone to sleep.   

· Packing the Program—“Effective” and “packed” are not synonymous in program planning.  There is a limit to how much individuals are able to concentrate on and absorb at any one period of time. It is always best for participants to leave wishing for more than for them to be tired and bored at the end of the program. 

· Numerous Announcements—A program that is packed with announcements and with a variety of people making these announcements gets monotonous and tiring. It is important to keep announcements short and focused and to minimize the number of persons making them. They should be in the printed material ahead of time if possible.
· Neglecting Time—A great motto is “Start and End on Time.”  Being mindful of time sends a message of trust and professionalism. When people realize that Women’s Ministries’ programs will begin on time, stay on time, and end on time, they will trust the leadership and the program. 

· Lengthy Introductions—Very often when the speaker is introduced the introduction resembles a resumé in length and detail. When such introductions are made, the focus is taken from Christ and given to the speaker.  The ideal introduction is short and concise. More detailed information of the speaker can be placed in the program booklet or brochure. An introduction should just establish the speakers expertise or reason to be speaking on the chosen topic.
Advertising Principles

Now that we have discussed the theme, facilities, and program planning let us talk about advertising. How are we going to ensure that people will hear about the program?

(OH-13) Advertise! Advertise! Advertise! is the keyword.

So what are the avenues that are available for advertising?    

Example:
Church members and friends, local church newsletter,

Local newspaper and radio station

Conference/union newsletters

Websites of the church, conference, union

Local high school/college/university

Religious bookstores/Adventist Book Store

1. Repetition (OH-14)—The more we see and hear about something, the more of an impression it makes. Therefore, it is important to present the information more than once and in different ways. To do so, advertise the program for several consecutive weeks before the actual event, using every avenue available.

It is also effective to place advertising posters in strategic places in the church and social hall where it will be readily seen.

2. Brochure—A brochure or poster that contains the necessary information is always a winner.   

Brochure Content
· Program theme and topics 

· Date of the program

· The starting time of the program

· Venue for the program
· Name of each presenter with a short biographical sketch

· A short description of the program

· If applicable, cost of the program and how to make payment 

· How to register for the program

· Directions to the program location—a printed map is invaluable.
· Who to call for further information or questions
3. Brochures sent to Churches—If the program is for a group of churches or the entire conference it is important to get brochures to each   church.  When sending brochures, it is advised to include a cover letter to the Women’s Ministries director and to the pastor.  This cover letter will contain information regarding the event that is not already on the brochure. Be sure to enlist the help of these individuals to advertise the program in their church.

If there is sufficient budget, a number of brochures could be sent to each church depending on the membership. Example: a church of 400 would receive a minimum of 25 brochures. A church of 100 would receive 10 brochures.  In the cover letter, encourage the Women’s Ministries leader and the pastor to photocopy as many brochures as they may need for distribution.

4.   Newspaper/Radio Advertisement—In some cities or towns, the local newspaper and or radio station may offer free or very low cost advertisement for religious meetings. If this is the case, this is another advertising avenue. Be sure to give these entities a written description of the program with the topic, date, and time of the program, the address of where the meeting will be held, and a phone number to call for additional information. 

EVALUATION/DEBRIEFING

When the program is over, the program planning committee will want to know “Did participants benefit from this program?  What could we improve? What was most effective?” 

It is important to get the perspective of the planning committee and also that of the attendees. It is important to ask them to fill out the evaluations and return them to you on the spot. It is always very rewarding and helpful to see these responses. (Tip! Have a basket or decorated box set near the exit where they are able to put in the returned evaluation forms as they leave or have the ushers collect them.)
It is also of great importance to get the feedback of the planning committee. Take the time to call a meeting shortly after the event for the purpose of debriefing and showing appreciation for the work of the committee members. If possible, a great touch is to provide a meal or light refreshment. After the meal, focus on showing appreciation to each member and then debrief.

This may seem like extra work, but it helps in planning the overall ministry.  It is important to take note of suggestions and observations given by each committee member. This is valuable information when planning future events.

APPRECIATION

To build team spirit always show appreciation to the committee members and other individuals who helped. Build into the budget funds to obtain small, but meaningful, tokens of appreciation. It may be a card, a bookmark, or whatever can be afforded. Public appreciation, even if only verbal, is powerful in boosting morale, team spirit, and self-esteem.  It feels good to be appreciated.  Let us model appreciating each other. 

SubCommittees and Responsibilities (OH-15)
Sub-committees are very important to the organization and running of the program. Let us discuss the various sub-committees and their responsibilities:
1. 
Subcommittee: Program

Responsibilities:

· Plan program in detail including approximate time for each segment.
· Assign program coordinators.
· Ensure program begins and ends on time.
· Contact all persons to be involved in program.
· Have copies of program for each participant.
· Ensure all materials are printed in advance of program and ready for ushers to give out.
2.
Subcommittee: Hospitality
Responsibilities:  

· Identify greeters to host the presenter/s.
· Supply greeters for each door.

· Greet each presenter, direct them to the room in which they will be presenting, ensure they have clean drinking water, and provide whatever help they will need.
3.
Subcommittee: Audio Visual

Responsibilities: 

· Assess audio needs of the program.
· Before the program, ensure that the PA system is in place and is working adequately.
· Ensure projector and screen are placed strategically to enable participants’ full view.
· Make available sufficient microphones in the right places for each segment of the program.
4.        Subcommittee: Ushering

Responsibilities:
· Assign individuals for ushering.
· Get containers for collecting the offering.
· Find out if handouts will be used and be prepared to distribute them.
5.
Subcommittee: Music

Responsibilities: 
· Organize and direct song service.
· Assign individuals to present special music. 

· Assign pianist, organist, or other musician to accompany the singing.
6.
Subcommittee: Photographer/Videographer

Responsibilities: 

· Assess what pictures need to be taken

· Take highlights of the program. (These pictures or 

videos can be used to advertise future events or to make a  “memory lane” bulletin board or album for future events.)  

7.
Subcommittee: Clean up Crew

Responsibilities:
· Assign sufficient help for fast and effective cleaning.

8.
Subcommittee: Registration

Responsibilities:
· Assign individuals to facilitate a fast and organized registration process. 

9
Subcommittee: Decoration
Responsibilities:  
· Create a mood that fits with the theme. Decorations set the mood or ambiance of the program.  Elaborate does not necessarily mean effective.  Sometimes a table with a clean tablecloth and a Bible beside a tastefully arranged vase of flowers (possibly from someone’s garden) is very attractive. If space permits, the entrance to the meeting place can be attractively decorated.  
· The decoration committee needs to see what budget is available and what materials they already have, then use their imagination. 

10.
Subcommittee: Prayer

Responsibilities:
· Provide for prayer segments of the program. 

· Facilitate meaningful prayer time outside of primary meetings.
· Establish a prayer room where participants who would like prayer support can meet with prayer committee members.
Note: With prayer being the key to success, it is important to have a subcommittee that will concentrate on prayer.  Also, a good idea is to have a prayer room where participants who would like prayer support would be able to have a member of the committee pray with them.

Sample Working Program

It is now time to work on organizing the program using the theme we identified in the needs assessment exercise. This is a sample program for a weekend retreat or Sabbath program. 
Date of Program: 





Place of Program:

Theme:

Theme Song: 

Theme Scripture:

Friday Evening

6:00 

Registration begins (state where)

6:45 – 7:00
Soft recorded music played in meeting room as participants enter and are seated (if equipment is available, a religious music video can also be shown at this time). The ideal would be to have a pianist or organist play softly to set a worship tone.
 

7:00 – 7:15    Option #1-Song leader welcomes participants and opens with prayer. Leads song service which may include special music (vocal or instrumental).

Option #2 – Begin with a bang! Have a brass band or someone playing the trumpet.

Option #3 – A soloist, dressed like a woman from the Bible, welcomes the participants and gives special music.
7:15 – 7:20    Chairperson: Welcome and announcements.

7:20 – 7:30    Special prayer time (prayer director leads out).
7:30 – 7: 35
Music director introduces the theme song.
7:35 – 7:40   Chairperson introduces the speaker.
7:40 – 8:30    Main Speaker presents.*  
8:30 – 8: 35
A closing song or special music. Speaker may present 

closing prayer.
 * Be sure to tell your speaker exactly how many minutes she will have to speak, not how long the entire program will last.
Sabbath Morning

6:30 – 7:00   Nature/prayer walk if facilities are available.
7:45 – 8:45   Breakfast.
8:45 – 9:00   Recorded or live music in meeting room.

9:00 – 9:15
Song leader: Welcome. Opening prayer and song service.  

(Vocal or instrumental music, or a singing group, could be incorporated in song service.) Focus on having a variety while keeping to the theme.     

9:15 –  9:30
Prayer. Prayer director facilitate meaningful time of prayer.

9:30 – 9:45    Special Feature: This could be a drama, a report of an exciting mission outreach in which  someone has been personally involved, or a Woman’s Ministries director reporting a successful program in her church. If possible, include visual illustrations or pictures to accompany reports. 

9:45-10:35     Discussion Groups: 

Idea # 1: If chairs can be rearranged this is a good time for            small group discussion in the main meeting room or in other available rooms.

Idea # 2: If other meeting rooms are available, this time could be used for mini seminars.  Seminar presenters and topics would be advertised and chosen before the time of the program.
Idea #3: A presenter presents a topic that goes along with the theme of the program with a time for questions and answers from the audience. 

Idea #4: A symposium/panel discussion. Several individuals discuss a specific topic. The audience is encouraged to participate by asking questions or commenting.

Idea #5: The planning committee will generate an idea that will include some type of interactive activity.
Idea #6: If the program is for the general church family, the Sabbath School lesson could be taught by women.

10:35 –10:40   Song director closes this section with a chorus/song (possibly     the theme song) and prayer.

10:40 – 1l:00   Break (Soft music could be played.)  This time could be 

  used for restroom and water break.
11:00 – 11:10  Praise Service. (Bonus! If available, arrange for a singing

 group, a small instrumental band, or a children’s group to   participate.) Use available resources to add interest and variety.

11:10 – 11: 15  Welcome/Announcements: Chairperson welcomes the 

   congregation and makes necessary announcements

11:15 – 11: 25  Prayer:  Prayer director leads congregation into personal 

   and corporate prayer.

11:25 – 11: 30  Special Music (vocal/instrumental).
11:30 – 11:32   Introduction of speaker.
11:32 – 12:15   Main Speaker (keynote message).
12:15 – 12:20  Closing Exercises.

      

  Option #1. Sing a hymn of dedication and have a prayer.

  Option #2. Speaker makes an altar call while someone sings

                        special music. Speaker ends with prayer.

12:20 – 1:00    Break.
1:00 – 2:00      Lunch.
2:00 – 3:00      Break (If facilities exists, encourage a nature walk).
3:00 – 4:30      Option #1:  A variety of seminars on specific topics (depending on availability of facilities and presenters).
Option #2:  A musical concert and/or drama.
Option #3:  A single interactive seminar.


Option #4:  Suggestions from the planning committee.






 

4:30 – 5:30       Break. (Focused prayer groups could be organized.)

5:30 – 7:30       By this time of the day, individuals are saturated and may not want to have a program that is intense and heavy. Keep the program simple. A special meal, attractively served, is always a winning touch. A short concert or social time would also be attractive. Remember to keep the focus of theme to the end of the program. A program and a meal can be combined.                                    
If this is the last meeting of the retreat it is important to include a time of spiritual commitment and appreciation for all those who came, who participated, and who helped to run the retreat.  If the meeting continues through Sunday morning appreciations can be done at the last meeting.

And finally, when asked to coordinate and present a meeting for the entire church family, it is always best to include the pastor when making the schedule.  This prevents potential complications or misunderstandings and also builds a positive working relationship with the church administration. 

As you begin the task of program planning, remember to talk with others who have had experience in this area. Get ideas from other people’s programs.  Read books on leadership. Share with others. This is how we grow in our area of ministry. Remember, this is God’s program, He is the master planner, we are His instruments, and He will give us the necessary wisdom and understanding as step by step we allow Him to lead. 
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