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YOUTH EVENT IDEA: Give them a Chance, Let them Dance!
(the title for the theme-Give them a Chance, Let them Dance-was created by Tara Gadde of the Newark Academy Red Cross Club. This was the title of a dance performance by Tara that she dedicated to the Measles Initiative.)

How to Plan a Dance-a-thon to raise money for the Measles Initiative:

What do you need?

· DJ: The most important thing you will need to get for your dance-a-thon is a good DJ.  Try and ask around and see if you know anyone who would be willing to donate their time.  If not, this will probably be your biggest expense, so you want to make sure your DJ has the proper equipment and will play music that is appropriate and fun.

· Location: Ideally, you would be able to use your school as the location for your dance-a-thon, but if this is not an option consider looking for places that would be willing to donate space, such as a church or community center.

· Food: All that dancing will make everyone hungry, so make sure to have plenty of food and drinks on hand.  This could also be another way to raise money.  

· Decorations: Think about how you want to decorate your location and how it will fit in with the theme.  Red is a popular color for Measles Initiative fundraising events, given the rash that infected people often display.

Budgeting:

Budgeting will be a very important part of planning your event.  Cutting expenses means more money raised and more children vaccinated! 

Here are some ideas on how to raise money at the event:

· Tickets: Charge a fee for admission or consider offering a discount for “couples” tickets.
· Food: As mentioned above, you may be able to sell concessions at your event.  Consider asking local businesses or fast food restaurants to donate food or a percentage of profits. You can also buy or make your own snacks to sell.

· Raffle: Local businesses may be willing to donate items, such as gift certificates, or sell them to you at cost.  Sell raffle tickets for US $1 and raffle off your prizes at the end of the event.

· Pledges: Ask students to collect pledges for participating in a 30-minute dance session.  

· Merchandise: The American Red Cross can provide you with Measles Initiative lapel pins and postcards to sell at your event for US $1 each.

How to cut the cost of your event: 

· Look for donations whenever possible. Most businesses will be willing to help you in exchange for a little publicity.  

· Plan in advance. The more time you have to plan, the more time you have to explore your options and find the best possible price. You should expect to need three months to plan a community-wide dance-a-thon or less if it is limited to your school.
Things to remember:
· Work closely with your school.  Be aware of school policies and any paperwork you may need to fill out to host the event, especially if the public will come to your facility.

· Publicity is key.  Make sure everyone knows about your event and get them excited about it.
· Make sure you have enough volunteers to help you set up the event and clean up when it’s over.  Also, make sure you have people to handle different tasks, such as taking tickets at the door, selling raffle tickets and giving out food.  

Getting Started:

· Find 6-10 other volunteers who are willing to work together. This will be the core of your dance party committee. 

· Don't forget, two clubs or organizations can work together to sponsor a dance. Try linking up with another club, organization or the student council at your school. Consider sharing the fun and the work. 

· If you are a student attempting to organize an even at school, find an adult sponsor to help out. Try asking a teacher, a community or recreation leader or church leader. This person will be responsible for the dance party. They'll handle finances, facilities contracts, vendor negotiation and insurance.
Tasks for Volunteers:
For a successful dance, you need volunteers on your committee who will fill the following roles. Print out this list and have copies for your first organizational meeting. 

· Chair - The chair is in charge of the organization, look and feel of the whole event! Being enthusiastic, positive, organized, a problem solver, keeping your "eyes on the prize" - seeing that a great time for everyone -- these are attributes of a good chair. To keep it fun, the chair’s job is to find out what needs to be done, figure out who should do it and see that the jobs are completed. 

· Assistant Chair - What happens when your chair gets sick? Who's going to help the chair remember to get flowers or some small gift or a card to say "thanks" for everyone who worked on the dance? Who's going to call the committee and sponsors up on stage so that the crowd can cheer? Who's going to lend that extra hand? The assistant chair, that's who. 

· Treasurer/Prize Wrangler - This is the person who organizes the team to sell tickets during lunch and before and after school. If you're having a raffle, this is the person who organizes and works with the sponsors. Don't have enough money in the treasury for a dance? Need prizes for a dance contest? This is the person who organizes a team to go out to the local pizzeria; bookstore and sport shop, and secures donations. 

· Decorations - This is the person who plans how to make your theme interesting and engaging, on time and on a budget. The volunteer dresses the entrance and the stage. The look of your school or venue can change dramatically with a few lights and a fog machine. 

· Music  - This person:

· Listens to audition tapes and chose the performer

· Arranges for the sound system to be set up

· Tests microphones and speakers

· Reviews the contract with the DJ or band in coordination with the adult sponsor

· Sets the schedule for the performer: arrival, warm up and breaks

· Approves the song list

· Organizes stage lighting, special effects (strobe lights and fog) and provides back-up equipment (CD player) in case the band doesn’t arrive on time

· Tears down the music equipment and stage

· Provides water and snacks for the performers

· Refreshments - This is the person who plans to have water and glasses available for participants at a minimum, and arranges for snacks as your budget allows. The refreshments chair finds volunteers to make, transport, setup and refresh the food during the dance, then sees that the leftovers are thrown away or donated to a homeless shelter and the tables and area cleaned up. With the approval of your school, the refreshments chair can also work to find a food sponsor -- a local pizzeria or grocery store willing to donate a big cake in return for a note on the flyers and a big thank you banner over the food table. 
· Activities - This person plans everything that is going to happen at the dance from start to finish. Games? Contests? Photographs? Measles Initiative lapel pin and postcard sales? Special raffles? Prizes? A break midway through the dance to bring the committee and sponsor on stage to say thanks? The activities chair plans fun stuff to do and then finds additional volunteers to run all the activities. 

· Publicity - This is the person who plans and creates the posters, fliers, balloon giveaways and special events that will get everyone to want to come to your dance. If organized at school, the publicity chair pulls together volunteers to do a skit at a morning assembly or a pep rally. The publicity chair will write articles and ads for the school newspaper or submit press releases to the community media. They may send emails, post the event on Facebook or make the morning announcement list for students. 

· Secretary - This is the person who takes notes at meetings and then forwards a copy of those notes to those on the committee who could not attend. The secretary keeps the phone list and address of everyone on the committee and all volunteers. He or she calls or emails members the night before a meeting to remind them. If there is an emergency change of plans, the communicator calls everyone on the list to tell them about it.
(Note: Your assistant chair can also handle this job if there aren't enough volunteers.) 

· Hall Manager - This person:

· Opens the dance  facility and ensures it is accessible by all people regardless of abilities

· Provides a first aid kit, working telephone and list of emergency numbers

· Checks fire exits remain clear and open throughout the dance
· Works with the security guard and first aid team to see that the dance is safe and secure

· Keeps the parking lots and garages unlocked and ready for use
· Coordinates with the janitor to return the facility better than you found it
Don't have many volunteers? Here's another way to organize your committee: 

· Chair 

· Assistant Chair/Treasurer 

· Decorations/Refreshments 

· Music/Activities 

· Publicity/Secretary
· Hall Manager 

List of Things to Know:

· What forms do you need filled out and signed to make your dance official? When do they need to be in by? 

· What kinds of permissions are necessary to use school or community facilities? 

· Can you use the school or community center or do you need to rent a hall? 

· Does this hall have a facilities charge? 

· Do they have an attendance minimum/maximum? 

· Do you have a budget to cover the expense of decorations? Will the community center or school help cover them? 

· Do you have a budget to cover the expense of refreshments? Will the community center or school help cover them? 
· Do you have to raise money to cover the music? 

· Do you have use of the school or community center's sound system? 

· Do you have use of the school or community center's stage? 

· Do you have to pay for security, or is that covered in the rental fee? Or does the school or community center have a budget for security? 

· Who is in charge of lighting and sound and facilities? 

· Who is in charge of janitorial services? 
· What rules does the school or community center have about hanging decorations in the hall? 

· What rules does the school or community center have about dealing with outside vendors, like a band? 

· What rules does the school or community center want you to follow for ticket sales and safe-handling of money? 

· By what date should we have our written authorization approving our dance by your school or community authorities? What are the possible hold ups? How do we get things moving? 
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