NkotAks

Block Party Planning Checklist

2 Weeks Prior

(O Gather a few neighbours to help start the planning

(O Complete Block Party Application Form and Permit: okotoks.ca/block-party
(O Discuss Liability Insurance with your home insurance provider

(O Book the Rock your Block Party Trailer — if interested

1-2 Weeks Prior

(O Send out invitations

(O Arrange to have tables for food and activities that may require them

(O Arrange for BBQs, coolers, ice and water

(O Arrange for garbage/recycling/compost bins (with replacement bags) and clean-up supplies

(O Arrange for first aid kit(s), fire extinguisher(s) and make a site plan ensuring emergency access

1 Week Prior
(O Follow-up meeting

(O What's been done? What still needs to be done?

Day Of

(O Designate the areas for parking, BBQs, food, garbage/recycling/compost bins, sitting and
games/activities

(O Set up the arrival area, with greeters to welcome - provide directions and introduce people. Have
a sign-in sheet and name tags

(O After everyone has arrived, welcome everyone, announce the day’s events and any special
announcements

(O Have a neighbourhood contact sheet for people to sign up for future events or projects

(O HAVE FUN!!!
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Clean-Up

(O Have a Block Party evaluation available

(O Ensure all trash and garbage has been picked up and cleared away and that
recycling and compost is taken to the proper places.

(O Take down and recycle any signs that may have been posted (this may be

held over to the next day)

End of Day

(O Celebrate a job well done

(O Make a few notes for next year’s event

(O Follow up on anything that may have been missed during the clean-up and

return trailer and keys
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