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Family Literacy Fun Day
Planning Checklist
In order to prepare yourself for Family Literacy Fun Day (FLFD), there are a few things that you’ll want to consider before your program date:

· Scheduling - (Note:  FLFDs are arranged centrally by the Youth Services Librarian.)

Decide when to schedule a FLFD at your branch.  
Choose a date that allows sufficient lead time to submit an announcement to the library. 

Consult your Branch Head to arrange a second staff person to assist during the event.
· Book a Kit - Book a FLFD kit to arrive in advance of the event date. Contact the Youth Services Librarian – Program and Services at 204-986-4334 to arrange.
· In-House Advertising – Visit the Sign Store on Libnet and create a Family Literacy Fun Day poster using the editable template.  Ensure all branch staff know about the upcoming FLFD and encourage them to promote it with customers at check-out, after storytime, at book club meetings, etc.
If you receive a FLFD stand-up banner to display, set it up in our branch at least several days to a week in advance of your event.
· Advertising within the Community – In order to get the best turnout possible, connect with local schools, daycares, parent-child coalitions, businesses and other neighbourhood organizations.  Request inclusion in their newsletters, and print off a few posters to give to them!
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Family Literacy Fun Day
Planning Checklist

In order to prepare yourself for Family Literacy Fun Day (FLFD), there are a few things that you’ll want to consider before your program begins:

· Space & Layout – You will receive your FLFD kit 1-2 weeks in advance of your program date.  Be sure to open up your kit when it arrives, and explore its contents.  Contact the Youth Services Librarian as soon as possible if additional materials are required, or if materials appear to be missing.  Think about your library’s layout, and consider where you might want to set up each station.  How much space will be required?  Will you need to set up a table & chairs?  

· Rules and How-To’s – Familiarize yourself with how each station works.  Review all game rules, and work through the steps of each craft.  Remember, on the day of your program, families will be coming to you with questions on how to do things.
· Passports & Crests – When families first arrive, there are two activities that they will need to complete: A Family Passport and a Family Crest.  You may wish to have a few passports ready to go (holes punched and string laced through).  You may also wish to have a few crests pre-cut, with holes punched and string laced through.   
· Balloons – Each kit contains a bag of balloons, a balloon inflator, and balloon sticks.  Use the inflator to blow up the balloons, and then attach them to the sticks.  Reserve 6 balloons for station signage, and use the rest as “give-aways” for the children who attend your program.  
· Station Signage –Tape a red balloon to each sign, as well as a red number.  
· Station Set-Up – Create a space for each station, and set out the corresponding signage.  Sort through the kit, and distribute the station materials (note that on the back of each sign there is a list of station contents).  Display the materials in an attractive way, and be sure that each station has all of the required supplies.   
· Additional Stations – You will also need to set aside space for “Family Passport-Making.”  Spread out the required materials for the activity, and be sure to display any samples (Note that you will need distribute the stamps or self-inking stampers supplies across stations to be handy for stamping passports).   
· Draw Box – Locate a draw-box within your branch and decorate it for the Family Literacy Fun Day prize draw.  Set it on the information desk, and keep the paper draw slips handy (note that ballot slips are provided).  
· Volunteers – Review the Volunteer Checklist, and prepare for the arrival of your volunteer (note that not all branches will be receiving the help of a volunteer).   
· Announcement – Just before your event begins, make a P.A. announcement to alert customers and invite them to join the activities.

Family Literacy Fun Day

Planning Checklist
Family Literacy Fun Day has arrived!

Use this checklist to get you from start to finish!
· Welcome – As families begin to arrive, be sure to encourage everyone to participate in the event together.  Oftentimes parents and children think that you are the teacher, and that you are the one that will be helping their child with each activity.  Emphasize that this is a family event, and say things like: “I’m so happy to see that you’ve all come to the library together to participate in Family Literacy Fun Day!” or “You’re going to have so much fun today, together as a family!”   
· Family Passport – Help each family create a “Family Passport.”  Be sure to point out the numbers 1-6 on the inside of the passport, and explain that as they complete each station, they must get their passport stamped.  Once they have completed all 6 stations, they will receive a draw slip for a prize!
· Stations – As families make their way through each station, encourage them to work as a group.  Monitor the stations as best you can, and try to be available for any questions that might arise. Be sure to stamp each family’s passport as they complete the stations.  (Note that families do not have to complete the stations “in order.”  If there are too many people at one station, suggest that they move to another station that isn’t as busy.  They can always come back later.)
· Prize Draw – When a family completes all 6 stations, get them to show you their stamped passport.  Give them a draw-slip, and have them write their name and phone number.  Put it in the draw box.  Make the draw once all families have completed the event (explain that you will phone the winning family once the draw has been made).   
· Goodbye – Fill out a certificate of achievement, and give it to the family.  Provide each child with a balloon, and give parents a Family Literacy Tip Sheet.  Thank them for attending Family Literacy Fun Day at Winnipeg Public Library!   
· Evaluation Form – Ask one adult member of the family to fill out an evaluation form.
· Statistics – Be sure to record the number of attendees at your event, along with any comments or observations.  Input your statistics on the Performance Statistic System (PSS), including all evaluations.    
· Clean-Up – Pack up all kit contents, and try to account for all pieces and parts.  Use the Kit Contents List as a guideline, and feel free to write in notes about missing, broken, or damaged items.  If possible, put the kit in the next day’s delivery (the kits are on a fairly tight schedule).  Please send to:  Millennium Library, 3rd floor, Business Office, Youth Services Librarian
