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St. Timothy’s – 3 Steps to Event-Scheduling Success 
St. Timothy’s is a vibrant church with many activities that form part of its mission. This means that it is important to the success of your event that it is scheduled as early as possible and with due regard for other activities that may also be planned. All events pertaining to St. Timothy’s community and/or facilities – whether occurring at St. Timothy’s or off-site – must be posted on the church calendar. 
For additional assistance, please contact the Parish Administrator (703-437-3790, extension 10; office@saint-timothys.org). 


	1. Check the website. 
Visit St. Timothy’s online church calendar, as you assemble the information about your event. 
	· The online (view-only) calendar is available on St. Timothy’s website: www.saint-timothys.org. Click the “View the Calendar” button at the bottom of the homepage. If you do not have website access, you may also contact the Parish Administrator (703-437-3790, extension 10).

· Are your preferred date and location available? If not, do you have any flexibility regarding either? You may be able to work with the Parish Administrator or coordinate with the other group(s), to find another solution. 
· Other groups’ contact information should be available in their online-calendar event description or from the Parish Administrator (based on contact details provided during Step 2, below). 
· To view details related to a specific event: Access the St. Tim’s online calendar (website > “View the Calendar”). Click on – or roll the cursor over – the event’s title.  
· Consider your event “in community,” in the larger context of the complete St. Timothy’s calendar. Are similar – or complementary – events scheduled on or near that date/location? How could this affect participation or other resources? Examples: Fundraisers, dinners, trips, and events with similar audiences. 

· St. Tim’s website provides a Meeting/Event Information Form in the website section, Library/Church Resources. This form can also serve as a preparation checklist, to help you identify and collect the information that you will need to complete the form for the Parish Administrator. 
· PLEASE NOTE: If an outside group contacts you and wishes to have St. Tim’s support – or if you wish to open your event to attendance by outside groups/individuals – touch base with the Vestry for approval (via your ministry’s Vestry liaison or a Warden) and with the Parish Administrator (to check the calendar and to ensure they are aware of the event) before offering formal support. This enables us all to work together, to manage and avoid potential liability and security issues. 



	2. Contact the Parish Administrator. 
Discuss your event and work through the details. 
	· Schedule your event as soon as possible. St. Timothy’s hosts many one-time and recurring events!

· Provide sufficient detail regarding your event, so that prospective attendees – and people scheduling other events – can quickly and easily understand the purpose of your event. 
· St. Timothy’s strives to be a welcoming, inclusive community. Please help by creating a description that is easy for all of us to understand (e.g., no jargon or acronyms that would be confusing to a newcomer). 
· Each online calendar entry has a “clickable” information box (visible by clicking on the event title or rolling the cursor over the event title). This area is a great location for supporting details about your event. 
· Include information such as the event’s:

· Target audience

· Contact person, with contact details, e.g., name, phone number(s), e-mail address

· Key words, e.g., “fundraiser,” “dinner” 

· Any fee or donation required
· Will your event require set-up and tear-down (clean up) time? If yes, schedule set-up and tear-down as separate events to avoid confusion regarding the start and end times of your “main” event.

· Work with the Parish Administrator to confirm the schedule annually for regular, recurring events (e.g., Shrove Tuesday pancake supper, monthly ministry/group meetings). Do not assume that a recurring reservation has been carried over from one calendar year to the next. 

	3. Confirm event on calendar, and contact the Parish Administrator with updates, changes or cancellations.  
	· Immediately after you have scheduled your event: Review the online calendar (www.saint-timothys.org) to make sure all necessary information has been included. For a recurring event, confirm that all dates have been scheduled.
· Notify the Parish Administrator (703-437-3790, extension 10; office@saint-timothys.org) of any updates, changes or cancellations. This can help ensure that your event runs smoothly, and can free-up time on the calendar for other events. The event-scheduling software supports scheduling of recurring meetings for up to 3 years, and cancellation of a single occurrence. 


Thank you! 
Process


Follow these 3 steps to schedule events 


at St. Tim’s.





Guidelines


These friendly tips can help facilitate the scheduling process for you 


and ensure others can understand your event so it can be supported!





Guidelines, 


continued 





Process, continued 
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