
Top tips for educators planning

Educational
Programs & Events!



Introduction Introduction 
Educational programs take a considerate
amount of planning in order to successfully
host an event that considers students, staff
and family members if applicable

Before beginning, always
assess the situation and apply
the following tips to make
proper preparations for a
smooth event. 

 The following information will
help you outline important
features and steps for any plan
or activity related to
educational planning. 

"Education is for
improving the lives of
others and for leaving
your community and
world better than you

found it. "
- Marian Wright Edelman , President of the

Children's Defense Fund



Create an Event Timeline 

An event t imeline maps out everything on your to-do list , depending on how
far in advance you start  planning. It  can be anywhere from a few weeks out
to a few months.

The purpose is to give you a sense of  direction and keep you on track
until the event day arrives.

Creating an event t imeline which includes a list  of activit ies and features
that should be addressed weekly will help keep you and your team organized
and ensure nothing is overlooked.



Touchless Registration

Using online registration with Purplepass, you can also take advantage of
the Auto Social Distancing , or ASD tool for spacing out your guests.

The ASD tool from Purplepass provides even more control for creating event
seating charts or even integrating assigned seating for your school’s next
event.

Having a digital registration is a great tool to use for safe social distancing
while integrating today’s latest technologies. From using wireless scanners or
an iPad mobile box office card reader and QR codes, the options are virtually
endless for events.

Planning a school event in a post-Covid-19 world is different from what it
was in previous years. However, it  is not all bad, especially with touchless
registration's help. Using touchless registration is a great way to incentivize
t icket sales while providing a safe and effective method of selling and
tracking t ickets for any type of event online.

Whether you are planning a prom event for a specific class or hosting a
fundraiser, you can sell t ickets, merchandise, and even t icket add-ons using
a touchless registration solution.

https://www.purplepass.com/blog/auto-social-distancing-tool-for-safe-seating-at-events/


Show People How They Can
Benefit from Your Event

When planning your marketing strategy, keep in mind that highlighting the
event’s benefit  for your target audience will help generate interest and can
make a huge impact on the outcome.

For example, if the program is going to fund a certain port ion of the school
or even the student body itself, then promoting the result ing impact to
students or organizations in your marketing will encourage more
part icipation.

If your cause is beneficial to students of the program, family members will
be more inclined to attend and offer support . Addit ionally, if there are
incentives for part icipation, include them in your marketing campaign across
all outlets, especially social media.

Ask yourself the following questions when
promoting a school event or program:

How is this going to benefit attendees?
Who is most likely to attend this event?
What is your target market/demographics?
Are you partnering with any charities/giving to the school?
How can I make it easy for attendees to attend or participate?
Are people most likely to attend in groups, with family, solo, etc.
(ticketing packages)
How can you make this a customized experience?

Answer these questions and be sure to answer them in your
promotional campaigns as well.



Student Social Media Strategy 

Social media is a powerful tool and can really boost interest and attendance
among students if used properly and geared towards this target market .

Don’t  just rely on paid opportunit ies to attract an audience.

Use social media, f ree platf orms, and public relations to build
exposure.

Come up with a promotion that generates interest .

Get the presenters, talent and venue involved in your marketing scheme,
and t ie in a local news outlet to build awareness.

Top blogs on promoting school events:
The best social media platforms for promoting events  

7 tips for promoting and ticketing high school events

10 free marketing strategies for school events 

Marketing an event to college students: What to know 

https://www.purplepass.com/blog/the-best-social-media-platforms-for-promoting-events/
https://www.purplepass.com/blog/7-tips-for-promoting-and-ticketing-a-high-school-event/
https://www.purplepass.com/blog/free-course-10-free-marketing-strategies-for-school-events/
https://www.purplepass.com/blog/marketing-an-event-to-students-what-you-need-to-know/


  Use Both Parent & Student
Volunteers 

In most scenarios, event planners instantly turn to parent or staff volunteers,
but what about the students?

A great way to use all your resources is to open volunteer opportunities
to your staf f , students and parents.

Parents can come with expert ise in certain areas, but so can your students.

Encouraging students to volunteer or part icipants by highlighting how they
can give back to the community is an excellent idea to harness their talents
and engage them in school-related activit ies.

Give your students these incentives for signing up:  

It looks good on a resume
You will give a letter of recommendation
It can cancel out one day of Saturday School
Extra Credit marks
It can make up for one bad assignment
They can attend future events for free



Create a Volunteer Sign Up 

Simplifying the sign-up process for bringing on more help will encourage
more parents to volunteer for the event. Most people have very busy lives,
and convenience is one key to generating more interest .

It is also important to establish a schedule in advance f or meet-ups,
training and events so your parents and students can plan
accordingly.

Instead of turning to expensive services to manage your volunteers'
registration and schedules, Purplepass can do it  for you.

After becoming familiar with your Purplepass account, it  makes sense to
create a free event where you can control all the information for your
volunteers and create a sign-up sheet online for everyone's convenience.

By using our f ree event option, you can create a volunteer event and
allow them to register through Purplepass with NO extra charges.



Present Proper Waivers 

It ’s crucial that you provide everyone taking part with the events the correct
waivers (attendees) and contracts (vendors/volunteers) before they start
working on the event.

Event waivers exist  to protect you from any incidents or other issue beyond
your control.   

Create a volunteer agreement
Putt ing together an agreement document helps outline the
various expectations that workers are to abide by, leaving nothing
up to speculation. It  needs to incorporate common issues like

This will create a more professional atmosphere to encourage a
more efficient work environment.

Allow Customers to Upload Files at Checkout
If you have ever hosted an event that requires proof of ID or even
a vaccination card, you are likely to understand the hassles that
come with the process.

When you want to streamline collecting addit ional data, images,
or files from customers, you can do so within minutes using the
file upload tool  with Purplepass.

Attendance
A code of conduct
Required dress code
 Scheduling
Benefits and perks
Expectations
Agreement dates/length of program commitment

https://www.purplepass.com/blog/ability-to-upload-files-at-event-checkout-proof-of-vaccine-waivers-documents/


Highlight Your Performers 

When planning and executing your media campaign, consider highlighting
the performers and speakers who will be featured, as well as any students
who will be part icipating or honored at the event.

For example, if you have a sport ing event coming up, you can post content
or bios about each player each day leading up to the event.

It ’s a fast way to get more students engaged, as they are most likely to
share posts about themselves to friends and family.

Most students today are connected with a variety of social media platforms
(Instagram, Facebook, Twitter), which is why it  makes sense to communicate
through these major social media channels.

Periodically posting information about the event and taking the t ime to
include photos, video, competit ions, giveaways and activity information can
keep students engaged and updated.

http://blog.purplepass.com/the-best-social-media-platforms-for-promoting-events
http://blog.purplepass.com/2017/07/20/lights-camera-action
http://blog.purplepass.com/how-to-host-a-giveaway-on-social-media


Create Extra Credit Incentives 

Students are more likely to attend an event or program if there is an extra
credit  incentive.

You can team up with teachers and school of f icials to create an
incentive that will help boost their grades and attendance.

Creating a system for checking in or providing proof of attendance will help
keep track of part icipants and earned credit .

Consider approaching school administration or individual teachers about
these types of incentives to help boost attendance.

Organizers can then create an online form where students can enter their
information and apply it  to a certain teacher or class, which would then be
passed along to the teacher once they purchased the t ickets.

Tip: If you wanted to 100% guarantee your student was attending
each event, you can have them check in at the gate to confirm
their attendance. However, going through an online registration
system can reduce the need for paperwork and make the
process more accurate and convenient .  



Use Student & Membership IDs 

Beneficial ways to apply these IDs at the checkout for event
registration and signups:

Receiving extra credit for attending events
Using IDs for a discount to a ticket or free entry
Private events using ID numbers to purchase tickets
Requiring ID codes for purchasing tickets
Managing graduations and ceremonies 

Planning a school event does not need to feel overwhelming, especially with
the use of student or membership IDs. Using student or membership IDs  is a
great way to create coupon codes for easy check-ins and online tracking for
your next event.

With unique student IDs, you can ensure that students who say they have
attended an event actually checked in. Award extra credit  to students who
attend specific school events when using student IDs to track attendance
and t icket sales.

You can also use student IDs and different membership IDs to offer
discounts or, sometimes, even free entry to an event.

They can also use requiring coupon codes in order to purchase event t ickets
for exclusive school clubs or events. It  is also possible to manage graduation
and award ceremonies using unique IDs and memberships to limit  t ickets or
for t icket reservation purposes.   

https://www.purplepass.com/blog/using-student-ids-as-coupon-and-tracking-codes-for-events/


Get the Media Involved 

Attracting media and an effective promotional
event timelines

Listen Now

Before the event is scheduled to be held, you should contact the local
newspaper, radio, and television stations to help get the word out. Media
attention will help boost attendance and promote awareness to the cause.

Learning how to communicate with the media is an important skill to have
for any event promoter.

Eventually, planners are expected to appear in related videos and print
segments to get the word out and connect with the target audience.

Polish those public speaking skills and master the art  of delivering important
information clearly, so the message reaches the intended viewers or
readers.

The EventBuzz Podcast 

President of Corbett Public Relations, Bill Corbett , breaks down
the t imeline of promoting events and building a personal brand.

He includes advice on attracting media, as well as how to prepare
for a successful media interview.  

https://www.purplepass.com/learn/podcasts/39-attracting-media-and-effective-promotional-event-timelines/


Create an Itinerary 

Creating an it inerary for any event you are hosting is highly recommended,
whether you are planning a graduation event or hosting a theatrical
production. An it inerary or program for an event is not only helpful for
attendees and guests, but it  can also be a useful guideline to ensure you
are on the right track throughout the planning process.

An it inerary may come in handy for a variety of school events, such as

Theater productions and plays
Sport ing events and/or celebrations
Graduation ceremonies
Prom dance events
Award ceremonies
Fundraising events
Talent shows
Competit ions

Create an event it inerary that can be printed out or accessed online by
event attendees, which can help them get a better idea of what to expect
during the event itself.  

Get started with your itinerary using the f ollowing tips:  

1. Consider the length and duration of your event(s).
2. Keep the location and guest capacity in mind when creating

your it inerary.
3. Create estimated t ime blocks that are designated for specific

events and/or happenings.
4. Keep various sections of your event separate, such as

introductions, intermissions, set changes, guest speakers, etc.
5. Use clear labels for t imes, locations, and the duration of each

item you list  in your it inerary.
6. Include maps and/or directions if you are hosting an enormous

event with potentially hundreds of attendees.



Create a Parking Plan ** 

Parking is a fundamental element of any event, especially one that is hosted
outdoors or in a central location, such as a specific building, theater, or
auditorium. To create a parking plan for an event of any size, use the
following t ips:  

1. Review the venue’s restrict ions, rules, and parking that may already be
readily in place. We should always do this prior to creating a parking plan
to ensure you are within your rights and not violating any rules.

2. Consider the staff and volunteers you may require helping with managing
the direction of vehicles and the parking capacity during your event.

3. Est imate the number of vehicles you will receive based on the attendees
you are expecting. This will help you plan when securing your parking lot or
enough parking spots for your guests.

4. Create special loading zones or paths throughout the parking space you
have designated. Use cones, signs, and volunteers to help guide visitors or
registered guests to their designated spots, if applicable.

5. Use designated parking spots that attendees can purchase or reserve
prior to the event to help streamline the planning of the event altogether.

6. Always overestimate the number of guests or attendees you are
expecting to guarantee parking for everyone.



Schedule a Walk-Through 

Download your free guide

The purpose of an event walk-through a few nights before helps ensure that
every part of the event plan will go smoothly; this also includes going over
your backup plans.

Of course, it  can’t  completely eliminate the potential for something to go
wrong at the event, but it  will definitely draw attention to any potential
issues ahead of t ime and allow for corrections.

 This also means being prepared.

Making sure everything is in place and noting things you still need f or
the production to run smoothly. You can never be too prepared!

The day before your event checklist!
Follow this checklist  1 - 2 days prior to be 100% prepared for the
day of your event. Download it  now below!

http://guides.purplepass.com/the-day-before-your-event-checklist


Devise a Backup Plan 

Being prepared means you have a backup plan and a backup plan
for that backup plan. The following is the most common
situations you create a plan for.

▢ Too many people (overflow)

▢ Speaker/art ists/vendor cancellat ion

▢ Venue cancellat ion (an extreme case)

▢ Bad weather

▢ Technical issues

▢ Lack of amenit ies

▢ Catering cancellat ions or issues

▢ Electricity goes down

▢ Road closures/transportation issues

Remember these 10 steps in case a backup plan is needed:

1. Stay calm, panicking won’t help anything.
2. Stay in control. Don’t drop the reins if something goes wrong.
3. Be flexible. Things will go wrong, adjust quickly.
4. Find the problem so you can fix it.
5. Move quickly when there is an issue.
6. Be honest. Lying will only make things worse.
7. Announce the solution at the same time you announce the problem.
8. Test everything and always have a contingency.
9. Get everything in writing.

10. Put procedures in place for every situation. 



Stick to a Budget 

It  might seem like sett ing a budget is unnecessary since you could assume
this is going to be the most profitable event ever, but you need to have a
budget in place , so costs don’t  get out of line.

It 's t ime to project income aggressively, and expenses even more
aggressively.

Create a spreadsheet outlining all your costs, what you can spend on each
item, and add that to your total budget.

This budget sheet is your guideline and negotiation points when discussing
costs with each vendor. When your event has ended, you can return to your
budget sheet and see if you exceeded your budget or not to help plan for
expenses next year.

Go Digital 
Going digital cuts down your costs substantially! Electronic ads,
newsletters, registration, and e-blasts reduces your use of print and
keeps you organized. You can even encourage your customers to
part icipate in print-at-home t ickets or using their smartphones.

Free Marketing Tools
Because we are such a digital world, there are so many free options
online to start  marketing your event. Social media scheduling, real-t ime
analyt ics, websites, pop up tools, survey generations, email marketing,
newsletters, blogging and so much more. Here is a list  of favorite
marketing tools that are entirely free brought to you by Buffer

Get a Sponsor
SponsorMyEvent and Sponsorship.com are just a few of the places you
can post your event to get a sponsor to help with costs. Promise a few
advert isements or promotions during the event, mention them on your
website, registration or pass out fliers ... whatever it  is, it ’s easy to get a
sponsor and a quick way to minimize your spending.  

https://www.purplepass.com/learn/podcasts/32-the-science-behind-repeatable-event-success/
https://blog.bufferapp.com/free-marketing-tools
http://sponsormyevent.com/
http://sponsorship.com/


Tips for Streaming Events 

Learn More

Use Purplepass to stream your events
Purplepass users can now build live stream ticket types  and
showcase the event directly on their website.

Say goodbye to third part ies, redirects and any extra accounts
needed for accessing streams.

Streaming an event is a great way to maximize your reach while providing
touchless registration and increasing overall attendance. If you are planning
to stream your next event , keep the following t ips in mind:  

Consider the type of event that you intend to stream, such as an award
or graduation ceremony, a sport ing event, or even a theatrical play put on
by students.

Keep the audience of potential attendees you want to target in mind. Do
you plan to invite customers, students, or even parents of students for a
school event? The method in which you stream may depend on who you
intend to reach.

Set designated t ime slots for those who are interested in streaming
and/or viewing your event.

Provide emails with information on how to access a live stream for an
event you are hosting prior to the event and during the actual event
itself.

Use a live-streaming widget provided by Purplepass to embed the
stream of your event directly on the website for your event.

https://www.purplepass.com/blog/an-easy-way-to-live-stream-school-sports-and-events/


Tips for Sporting Events 

Learn More

Using Purplepass to manage sporting events

Learn about the different ways you can use Purplepass to
manage your school sport ing events below. 

Consider the following while planning your next sport ing event:  

Of f ering season passes: Using touchless registration for t ickets makes it
easier than ever to offer season passes, which can increase t icket sales
and overall attendance by parents, friends, and relatives.
All-sports passes: Offering all-sports passes can allow access to all
school events, sport ing and academic.
Tournaments and competitions: Host tournaments and competit ions
using an online t icketing solution to estimate and manage attendance.
Flex passes: Use flex passes to allow the purchase of various t icket types
in any quantity year-round.

https://www.purplepass.com/blog/create-season-passes-and-ticket-sporting-events-with-purplepass/


Request a demo to learn more about
ticketing for education below! 

REQUEST DEMO

https://share.hsforms.com/1Kvi62vIxR2muT9ybvCHiww30brh

