Timeline for Planning a Successful Health Fair

More Than Two Months Before the Health Fair

· Assemble a list of coalition members to serve on the health fair planning committee. Be sure to include all necessary stakeholders, such as direct service organizations (e.g., schools, clinics and community health centers), health care providers (e.g., doctors, nurses, dentists, pharmacists) and prominent representatives from national and community organizations that are involved in the issue of children’s health care coverage. 

· Find out if a group or hospital is already planning a health fair during the Covering Kids & Families Back-to-School Campaign. Also consider approaching one school, community health center, hospital or family of hospitals to act as the host sponsor and share responsibilities for planning the health fair. 

· Invite prospective members to a planning meeting.

· Begin tailoring the Covering Kids & Families template PowerPoint presentation 

· Host a kick-off meeting for all those who will be involved in planning the health fair. 

· Create a contact sheet of all planning committee members, including work, home and cellular telephone numbers as well as e-mail addresses. Distribute this contact list to all committee members and anyone serving as a spokesperson.

· Brainstorm possible event locations. NOTE: This is a good time to discuss budget and funding issues with your planning committee.

· Consider establishing working groups to manage portions of the event planning, such as:

· Site logistics – Set-up/clean-up, equipment rental, volunteer management, floor plan

· Publicity – Press pitching and list creation, media training for participants, etc.

· Participant recruitment and management – Solicitation of organizations providing services and information

· Promotion and crowd building – Building community attendance through signage, grassroots outreach and pre-event media coverage

· Attendee services – Check-in, information booth with materials on follow-up care, etc.

· Set schedule for regular (e.g., weekly or biweekly) meetings or conference calls.

Eight Weeks Before the Health Fair

· Create and narrow a list of possible venues for the health fair. Look for a large-scale, centrally located site where signage can be easily seen and large crowds can be managed. Consider a location convenient to both the media and community members.

· Create and narrow a list of possible event dates and times. If considering an outdoor site, select a rain date.

· Visit each possible location and meet with location representatives to discuss core event components. Be sure the location has enough power sources for booth participants.

Seven Weeks Before the Health Fair

· Begin to identify possible organizations and health care providers to host booths at the health fair.

· Select the health fair venue.

· Select the event date and time. Ideally, it would be held during the Covering Kids & Families Back-to-School Campaign time frame.

· Identify all possible costs related to the event, such as equipment rentals (i.e., tables, chairs, signage, power, etc.), and set budget.

· Create a fact sheet outlining planned events and information on available low-cost and free health care coverage for children and families.

· Draft invitation letters for organizations that you would like to participate.

· Discuss any fundraising needs with the planning committee.

Six Weeks Before the Health Fair

· Actively recruit participants. Try to obtain a variety of services, such as enrollment in public health coverage programs, screenings, risk factor checklists, preventive care information, fun activities for children, exercise information and/or classes, nutrition education, etc.

· Order or print Covering Kids & Families materials to be used during and in the promotion of your health fair. (Covering Kids & Families posters include space to add your event time and location.)

· Identify spokespersons including families to speak at the health fair.

· Return the completed Covering Kids & Families Back-to-School Campaign participation form so the Communications Team can help you promote it through the Web site and other materials.

Five Weeks Before the Health Fair

· Meet with representatives from the event venue to clarify: site layout, insurance needs, date of event, time needed for clean-up and set-up, any security guidelines to be followed, point of contact during the event, unforeseen fees, power needs, restroom locations, etc.

· Begin drafting media materials, including the news advisory, local resources for the uninsured, etc. 

· Finalize the list of participants. Review the list to ensure that a range of basic services and health care information is provided.

· Determine follow-up services for uninsured participants in case any medical problems are uncovered during the screenings. 

Four Weeks Before the Health Fair

· Finalize contracts with any possible vendors, such as event venue, equipment rental company, printers, transportation, etc.

· Assuming all participants are confirmed, finalize the basic media materials.

· Schedule a date for representatives from each participating organization to walk through the site.

· Send official confirmation letters and kits to all participants with details of the event, such as suggested arrival time, set-up instructions, key messages for the event, contact information, power availability, parking, etc.

Three Weeks Before the Health Fair

· Compile descriptions of all organizations involved in the event and the services they will be providing.

· Create a PSA script to be sent to local radio stations encouraging attendance at the health fair.

· Tailor the community calendar listing to be sent to local newspapers.

· Send out community calendar listings and PSA scripts to appropriate media contacts. Make follow-up calls.

· Print fliers to be posted throughout the community and sent to each participating organization for distribution. 

Two Weeks Before the Health Fair

· Finalize the press kit contents: 

· Get approval from all appropriate planning committee members. 

· Finalize information on all participants.

· Finalize the health fair layout and make copies for all participants and volunteers. Make sure the floor plan is to scale and includes: entrances, exits, information booths, restrooms, power sources and booth numbers or names.

· Send last-minute details and fliers to all participants for them to distribute.

· Post fliers or posters promoting the health fair throughout the community, including local schools, recreation centers, libraries, clinics, hospital emergency rooms, pharmacies, stores and businesses. 

· Create a “day of event” checklist. Run through all the steps that need to happen on the day of your event. Make sure that you have the staff and materials on hand to make things happen.

One Week Before the Health Fair

· Walk through the event venue with the venue representative to confirm any specific participant requests such as power, a certain booth location or extra equipment.

· Confirm arrangements and details with all vendors.

· Have plenty of signage at your event. If there is a walk from the parking lot to the event site, make sure it is clearly marked so that participants and reporters do not get lost and show up late and frustrated.

· Assemble press kits with information on enrolling in health care coverage programs, a listing of the day’s activities, press fact sheets, planning committee member descriptions, Covering Kids & Families media materials, etc. 

· Buy film or disposable cameras to document the event. Consider assigning a planning committee member with few event-day responsibilities to photograph the health fair. You may want to use the photos in a newsletter, as a thank you for speakers or to show a potential funder your organizing success. 

· Assign planning committee members specific duties for the day of the event. Assignments may include:

· Set-up/tear-down

· Volunteer management

· Parking/security

· Participant check-in and assistance

· Attendee check-in

· Information booth staffing

· Follow-up information

· Create a full-day timeline for the day of the health fair with committee member and volunteer assignments, times, responsibilities and contact information. 

Week of the Health Fair

· FOUR DAYS PRIOR TO EVENT: E-mail news advisory; make follow-up calls to your media contacts; and contact the local Associated Press daybook editor.

· FOUR DAYS PRIOR TO EVENT: Schedule pre-event media interviews for spokespersons. Consider assigning committee members to do interviews on various local radio stations during morning and evening drive times.

· Send volunteers throughout the community to promote the event and encourage attendance.

· DAY BEFORE EVENT: Place reminder calls to all media contacts. Resend the news advisory.

· NIGHT BEFORE EVENT: Schedule final planning meeting to run through last-minute details.

· MORNING OF EVENT: Check in with media contacts to confirm attendance.

Week Following the Health Fair

· Send thank you notes to all participants, volunteers and sponsors. 

· Make sure all rented equipment has been returned.

· Track media coverage and update media lists for future use. Send copies of all clips and tapes to the Covering Kids & Families Communications Team for inclusion in the final Covering Kids & Families media report. Fax materials to (202) 338-2334 or e-mail them to your Communications Team campaign contact.

· Organize folders, contact lists and notes to file for future use.
