Public Programme and Event Request Form

This form is used to provide details of your proposed activity or event.  Please obtain approval from your TL and send this form to the Learning Events Coordinator.  This will then be passed onto the SDM for consideration and approval.

Name of the Activity or Event  Matariki an extension event
Description: A donation ‘food bank option’ in the library. Originally proposed by Bishopdale but with the suggestion it could be available to other libraries.
Purpose We would like to be involved with our community in a practical way celebrating and promoting one of the traditional philosophies of Matariki which is the harvesting, gathering and sharing of food during the winter months. We would like to share this with our customers and invite them to participate by donating food to our local food banks, which we know are under significant pressure during these harder economic times.  This activity could have multiple benefits- supports the Matariki promotion, offers an opportunity to build new external partnerships and offers a way for Community Libraries to support their local communities through this activity.
Who is your target audience? Pre school/ Children/YA/ Adults/Older Adults/ families/other specific group: Local Library community
	Project Manager:  Indiv lib TL                                  Library/Team: optional


	

	Date/s: 

 Duration:                    Start:
Finish:

June                            Month of Matariki    June 1st
 June 30th

	Venue:


Individual libraries


	Address details:



	Capacity:

Expected numbers:
Entry cost $__FREE  Unknown? NA                  Unknown/ NA                                                                        



	Staffing: 

Total staff required: Staff at community library           Total time required : 5.5
                                 Matariki Project Manager
Staffing breakdown (hours)

Design and planning

Set up

Delivery

Pack down

Evaluation

3 hours
Matariki Project manager.

1 hour max- display etc.
Community Library staff
n/a
30 minutes.
Community Library staff

1 hour
Community library staff, project group




	Alignment with other programme and events  √ as applicable

	( NZ Music month 
( NZ Book month 
( Matariki 
( Māori lang week 

( Heritage 

( Summertimes
(  Pre-school Programmes                 (  Community connections: Families
(  Hol programmes/Kids fest              (  Community connections: Adults

(  One off                                            (  International, National, CCC or local event




	Expected Outcomes for Customer  √ as applicable

	( Reading promotion and awareness                       ( Reading skill development

( Literacy promotion and awareness                        ( Literacy skill development 

( Promotion of library resources                               ( Instruction on use of library resources                        
( Improving access to and use of information          ( Socially interactive and collaborative

( Fostering community relationships                        ( Motivating and engaging  = FUN
( Developing skills in recognising a need for, finding and evaluating information?

( LTTCP education specific for environment, culture, heritage, recreation, sustainability, democracy
( Other:

	Measures of expected Outcomes

	How would you know if your activity/event was successful?

( Foot count
( Customer feedback (verbal) at the session/event

( Customer feedback (written) at the session/event
( Online questionnaire                                                 

( Other- Amount of food collected. Comments from public, external partners- food bank

	

	Expected Budget:

(  Marketing and promotion costs poster                              $_100 maximum______

(  Session support material/props  ____________________        $_______

(  External tutoring cost    ___________________________        $_______ 
(  Other _________________________________________        $_______

Contact with Food bank to organise collection 
Matariki Project manager to liaise with food bank.  Collaborate with Commuity Library TL and staff.  Propose food bank staff collect goods.                           

                                                                                      TOTAL        $ 100

	Other considerations:

Impact on other staff and library processes  
Other staff teams assistance required
Matariki project Team, marketing.
Potential political implications

Could create good public PR- Social responsibility etc.                               

Ongoing sustainability required 
                      
Risk assessment management help                        
	yes/no
yes/no

yes/no

yes/no
yes/no
	Actions required:
Potential – theft issues
Place collection bin in visible area, away from doors in staff line of sight near desks.
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