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INTRODUCTION

In Canada, World Breastfeeding Week (WBW) is annually recognized during the first week of October. Part of the week long celebration includes the Quintessence Breastfeeding Challenge. “This event is a challenge for geographical areas (province, state or territory) to have the most breastfeeding babies, as a percentage of the birthrate, ‘latched on’ at 11 AM local time” (Quintessence Foundation, 2007, Invitation to the Challenge, ¶ 2). 

With the goal of bringing as many breastfeeding mothers, their babies and their families to one place at one time, there needs to be dedicated planning, coordination and hard work by event organizers. This celebration is also an opportunity to support, protect and promote breastfeeding while educating mothers, their families and the general public of its health benefits. This resource provides an overview of common things organizers of a WBW Celebration and Challenge need to consider. This guide will provide organizers with event ideas, assistance with prioritizing tasks and suggest timelines for completing those tasks. Good luck in planning your community’s breastfeeding celebration!
ASSEMBLE THE PLANNING GROUP

· Planning group should range from 3 to 8 people offering a balance of skills and perspectives (Diem & Moyer, 2005).

· Consider representation from the following groups:

· Health Care Professionals (e.g. physicians, nurse practitioners, nurses, lactation consultants, midwives, dentists, dental hygienist, nutritionist, tobacco reduction coordinator, health promotion coordinator, etc)

· Health Agencies (e.g. public health department, hospital)

· Voluntary Organizations (e.g. La Leche League Representative)

· Community Opinion Leaders/Agencies (e.g. Community Engagement Leader)

· Member(s) of target audience (e.g. breastfeeding mothers)

· You may be the leader in planning your community’s WBW Celebration. If not, your group should designate a team leader whose responsibilities include:

· Registering the site with Quintessence via email or mail prior to the date specified in the breastfeeding challenge rules. Refer to Quintessence website for contest rules and site registration form: http://www.babyfriendly.ca/challenge/organizer.php 

· Organizing and chairing meetings, setting agendas, completing and distributing meeting minutes in a timely manner.

· Keeping activities/tasks coordinated, reminding group of time schedules/deadlines.

IDENTIFY THE TARGET AUDIENCE

The purpose of identifying the target audience is to ensure marketing strategies are appropriate and directed at the right population. This will assist in obtaining the short term goal – having a significant number of breastfeeding mothers and their babies attend and participate in the breastfeeding challenge.

Knowing the community and the population will assist in obtaining several long term goals. Information gathered provides the basis for understanding the community’s social and physical environments which may or may not support breastfeeding (Diem & Moyer, 2005). This understanding will provide reason for planning and executing a WBW Celebration in your community. There is hope the event will increase community awareness and acceptance of breastfeeding and its health benefits. As well, it will provide education, peer support and build capacity for breastfeeding mothers to continue making healthy breastfeeding choices (Quintessence Foundation, 2007, An Invitation to the Challenge Section, ¶ 4).

· Consider the following demographics and characteristics of your target audience/participants within your community:

· Physical boundaries and artificial boundaries

· Where the target audience lives, works, plays and learns

· Number of breastfeeding families within the community

· Family size and/or age range of babies/children who may attend

· Socioeconomic status

· Education level

· Vulnerable groups

· Major cultural groups

· Population diversity

· Cultural practices affecting health beliefs and practices with respect to breastfeeding

· Community dynamics (i.e. how the members of the community communicate – media, newspaper, community group settings)

· How and where they access recreation, health and social service and transportation

(Leeseberg-Stamler & Yiu, 2005)

· Sources of community data:

· Statistics Canada (data and vital statistics)

· Local health departments

· Local organizations – hospitals, community agencies, etc provide information related to service utilization by the populations they serve (Diem & Moyer, 2005)

Complete the following:

· Who are your priority audience/participants?   

· Who are your medium priority audience? (i.e. general public)

THEME IDENTIFICATION/ESTABLISHMENT OF A SHARED VISION

Complete and answer the following information:

· Upcoming WBW theme:

· Within your committee discuss appropriateness of the theme to target audience. Why or why not is it suitable for your target audience? 

· If not appropriate, what is your “modified” theme? Identify and describe: 
SET A DATE AND TIME

· Develop a planning timeline – refer to WBW Celebrations Planning Checklist

· Date (1st Saturday of October depending on holidays): __________

· Time (challenge count to occur at 11:00 AM):

Start of event: __________
End of event: __________

SET THE LOCATION

Location: _______________________________________________________________
· Consider the following when choosing a venue:

· Ability to book venue on specific date

· Is there a venue that can be used for free?

· Easily accessible for all

· In terms of a central location for entire target audience (i.e. will one location be sufficient?)

· Physical disabilities

· Stroller traffic and stroller parking

· Large enough space to house displays 

· Traffic flow of participants

· Availability of tables, electric outlets, & sufficient lighting

· Adequate parking; free or pay parking; location of parking with respect to venue

· Chairs/seats in a central location within the venue/site for the actual breastfeeding challenge

· Venue easy to find

(Newfoundland and Labrador Heart Health Program, 2007)

CREATE A BUDGET

· Organizers should seek out as many donations as possible, keeping the budget to a minimum. Some sample items to be donated or purchased:

· Site rental

· Rental equipment (i.e. tables, audio-video equipment, microphones)

· Decorations 

· Door prizes and/or gifts 

· Food, beverages, cutlery, plates, napkins

· Promotional materials such as cost of advertising in various media, printing, paper, ink and postage (if applicable)

· Note that a free press release and pre and post event interviews in local newspapers may be sufficient promotion.

· If an agency and its employees are hosting the event, cost of stationary, printing and postage may not need to be included in the budget.

· Consider identifying a person to record expenditures. After event completion, this person should draft a summary of expenses for future reference.

DONATIONS

Start Up Funds

· Consider requesting start up funds from groups/organizations who support the cause or premise of theme (i.e. improving health of babies)

· Provincial grant application

Sponsors

· Request contributions for door prizes and contents for “goodie bags” for mothers from various community vendors and companies

· Mother and baby clothing/accessory stores

· Gift certificates or gift baskets for food, beverages, entertainment, recreation etc

· Sample “goodie bag” contents include: magnet, pen, note pad, bib, baby hat (all with breastfeeding logo/slogan), coupons or coupon book, certificate of participation, gold ribbon tied in bow with safety pin, etc.  

Food Donations

· Consider having food, beverages, and coffee donated by local vendors. Be cognizant of the appropriateness of refreshments and food safety.
INVITE RESOURCE PEOPLE

Master of Ceremonies, Special Guests and/or Keynote Speakers

· You may wish to have a Master of Ceremonies to lead the event, welcome the breastfeeding mothers and their families, and introduce key note speakers and/or special guests. 

· Special guests or keynote speakers may be invited. Examples are, but not limited to:

· Medical Health Officer

· MLA’s

· Community leader

· Mayor and City Councilors

· Nursing Administration

Exhibitors

· Decide on people you wish to attend and to set up a display. They should be available during the event to answer questions and educate as related to their area of expertise as it relates to the theme of the event. Examples are, but not limited to:

Your own display

· “Breastfeeding Advice” and/or “The Importance of Breastfeeding”

· “Being a Father” and/or “The Importance of Dad/Partner/Family in the Breastfeeding Experience”

Voluntary Organizations

· La Leche League

· Pacific Post Partum Society

· ICBC Child Passenger Safety Program Representatives

Government Agencies

· Park and Recreation

· Public Library

Providers of Health Promotion Programs

· Nutritionist

· Dental Hygienist

· Tobacco Reduction

· Injury Prevention

· Speech and Audiology  

Health Care Providers

· Hospital – RN’s

· Public Health Nurses

· Local Lactation Consultant

· Midwifery

· Doulas

· CPR & First Aid

· Prenatal Instructors

Community Resources

· Community Kitchens

· Childcare agencies

· Other categories, display tables and/or activities 

Entertainers

· Clowns – to do balloon animals, magic tricks, juggling, etc.

· Musician(s) or DJ

Activities for Older Children - A Children’s Corner  

· Colouring table, play dough station, sample books from library, blocks, etc.

· Face painting or tattooing

· Games

· Puppet show – with a breastfeeding theme

For Everyone

· Distributing different quizzes specific to mothers, fathers, grandparents and/or older children

· A showcase of breastfeeding pictures played on a continuous loop via television and vcr/dvd or via a PowerPoint presentation and projector. Pictures should include breastfeeding mothers and their babies and interactions with their support networks.

· Provide the following suggestions to exhibitors regarding their display content:

· Displays should be eye-catching and inviting (American Academy of Pediatrics, 2007, Exhibitor Information section, ¶ 1). It should raise awareness and provide educational information in a fun and interactive way. Examples include: use of television and vcr/dvd player to showcase pictures of breastfeeding mothers or exhibitor services, a roulette wheel or jeopardy board with various categories for trivia questions with accompanying prizes, demonstrations (i.e. child safety, exercise with baby, baby food preparation, etc), colouring pages for older children, requests for mothers to be on a mailing list, “try me” of “check me out” gadgets or objects like resource books, appropriate teething toys, etc.

· Distribute pamphlets and fact sheets. Important or popular handouts should be available in various languages if applicable. Make sure they have business cards or pamphlets/brochures with their name and contact information for mothers’ future reference (AAP, 2007, ¶ 1).

· Exhibitors can have their own mini contests or draw prizes or have free giveaways such as water bottles, bibs, magnets, stickers or key chains (AAP, 2007, ¶ 3)

· Avoid materials for sale or avoid providing any information that could be detrimental to or controversial with respect to breastfeeding.

Media

· Invite journalists and/or photographers from community or cultural newspapers to cover the story during the event (American Academy of Pediatrics, 2007, Publicity Section, ¶ 5). 

· Note that if photographers are present at the breastfeeding challenge to take pictures of attendees, mothers must sign a “Media Consent Form”. This can be done at the same time as registration sign in. This will relieve photographers from having to do this work.

Staff

· Determine staffing needs during the event. You may need clerical support and janitorial services.

· Agency (i.e. nursing) staff may need to be reimbursed for their time or switch working days. 

Volunteers

· Consider recruiting volunteers for activities such as greeting, manning registration table, serving refreshments, providing parking direction, taking photography, etc.

· Look for volunteers through volunteer agencies, schools, senior citizen centres, hospital auxiliary group/volunteers, etc.

PROMOTION

· Word of Mouth

· Consider what health care providers will be in most contact with your priority audience – Breastfeeding Mothers. You may consider having public health nurses, maternity nurses, lactation consultants, midwives and La Leche League leaders distribute promotional material and provide verbal publicity when engaging with clients. Have them encourage clients to spread the word to friends and family.

· Direct Mail/Email 

· Develop specific invitational postcards, posters and/or flyers for distribution to target population. You may consider partnering with Public Health Nurses who can distribute invitations when making home visits.

· Send specific invitations to particular groups or individuals who you wish to increase breastfeeding awareness or to assist in promoting the benefits of breastfeeding in the community (i.e. mayor, councilors).

· Advertising - Consider the following forms of media to promote your event:

· Radio (public service announcement to air 3-5 days in advance)

· Cable TV (public service announcement air 1-2 weeks in advance)

· Newspaper (press release to appear 2 weeks prior to event; cover stories to appear throughout WBW or sooner; “letter to editor” composed by organizing leader or follow-up story written by an invited on-site reporter to appear immediately following event)

· Local community paper, cultural papers, etc

· Design posters/flyers that not only inform people about the fair but motivate them to come. Post fliers or posters in stores, libraries, restaurants, childcare centers, community notice boards, clinics, hospitals, physicians', food bank and churches. Put them in places where a lot of people the target audience might see them.

· Internet Marketing – local websites where mothers, parents and/or caregivers go for resources pertaining to child development, parenting, shopping, services, or local baby/kid friendly events

· Blogs

· Marketing/press release should contain the following information:

1. Last years attendances count (locally and globally)

2. Organization (division) 

3. Contact person for more information or to pre-register (if applicable)

4. Email address

5. Telephone Number

6. Date 

7. Time

8. Location

9. Event notes

· When developing posters/flyers, you may want to develop the following so that all printing can be done at one time:

· Name tags for staff, volunteers, and resource/special guests

· “Certificate of Attendance”

· Any type of signage (i.e. indicating parking, beverage table, registration, etc)

· Evaluation

· Handouts

· Registration form

· Photo release form (if photographer present, mothers will need to sign a photo release form to agree to have their photograph used in future publications)

· Tickets for prize draws

More Planning Ideas

· The following websites may provide you with more ideas for posters, handouts, activities, etc.:

· World Alliance for Breastfeeding Action (WABA) – www.waba.org.my
· The Infant Feeding Action Coalition (INFACT) – www.infactcanada.ca 

· International Lactation Consultant Association (ILCA) – www.ILCA.org
· La Leche League International (LLLI) – www.lalecheleague.org
· BC Baby Friendly Network – www.bcbabyfriendly.ca 
DESIGN OF FLOOR PLAN


Things to consider:

Space

· Advise resource people of space available or determine how much room they require for their display.

· Where will the breastfeeding challenge and count be held with respect to the displays? Is it easy to get to? Is there enough space for the families to gather? Is the proposed seating arrangement (i.e. sitting on floor, chairs, with or without arm rests, aisles) conducive to traffic flow and the art of breastfeeding?

Electricity 

· Determine which displays/tables require outlets (i.e. coffee machine, use of television and vcr, etc) this may determine layout of tables with respect to where outlets are

Traffic Flow 

· Anticipate popular booths – where will the lines form? Can you arrange displays so crowds will be evenly distributed throughout venue?

· Determine the entrance and exit to displays

· Stroller parking and aisle space for strollers

· Location of registration table

· Restroom and changing station location(s)

Outdoors
· Is there parking? Where is it? Is it easy to find? Do participants require traffic direction when arriving to event?

(Health Alliance Plan of Michigan, 2007, p. 8)

PLANNING THE DAY

This is a sample of the flow of events during the breastfeeding celebration and challenge from setup to take down. When choosing the duration of the event day, you may consider the following activities. Times and events are only suggestions and can be adjusted to suit the scope of your event. The planning team leader should have a hard copy list of what activities are to occur and when.

· Prior to Arriving at the Venue - Things to Consider Bringing

· breastfeeding posters 

· poster boards

· scissors

· tape 

· markers 

· tacks 

· tools

· clip boards

· extension cords

· table cloths/rolls of paper

· pens

· pencils

· paper

· stapler

· garbage bags

· Kleenex

· camera/film

· flowers/plants for tables

· phone numbers

· serving utensils, cups, plates, serviettes

· plastic bags for mothers and families to collect items/giveaways/handouts from various displays and activities

· 90-120 Minutes Prior to Opening - Begin setup 

· Organizers arrive at venue 90 to 120 minutes prior to the doors opening to begin setup. Tasks should be assigned to staff one week prior to the event.

· 60 Minutes Prior to Opening – Displays Are Setup

· Exhibitors and entertainers arrive 60 minutes prior to the doors opening to setup displays. 

· The leader of the planning group should have a list of confirmed exhibitors and will greet them as they arrive. 

· 30 Minutes Prior to Opening – Delegate Volunteer Tasks

· Volunteers arrive 60 minutes prior to the doors opening and assist with setup. 

· The leader or a delegated staff member should meet with the volunteers 30 minutes prior to the doors opening to delegate tasks to be completed during event.

· When Special Guests Arrive 

· On Arrival, the master of ceremonies (MC), media, special guests and/or key note speakers will be greeted by the planning leader or designated staff.

· They will be notified of the flow of events, location of microphone/podium, when they will speak/be introduced and what they should say (if not already prompted or prepared prior to the event).

· Just Prior to Doors Opening

· Distribute name tags to exhibitors, volunteers, special guests/speakers and staff prior to start of event.

· Exhibitors, entertainers, and volunteers should be welcomed in advance to be spectators during the breastfeeding challenge.

· Doors Open - Greetings

· Fifteen minutes prior to the doors opening, volunteers will stand at entrance to begin greeting guests and guiding them to registration table. 

· They will answer inquiries or direct guests to bathrooms, change rooms, stroller parking, refreshments etc as needed.

· Doors Open - Registration

· Registration table should have an attendant at all times. 

· Participants will be requested to sign in, sign media consent form, complete a draw prize ticket, and be invited to view the displays/participate in activities as they wait for the breastfeeding count.

· Participants will be advised to begin proceeding to the breastfeeding count area at 10:45 AM.

· 10:30 AM – What to do Until the Count Begins?

· Exhibitors invite attendees to their displays

· Entertainers begin performing

· Volunteers begin facilitating activities (i.e. Children’s Corner, handout quizzes)

· 10:40 AM – MC to Welcoming Participants and Guests 

· Remind guests of the location of bathrooms, change rooms, and refreshments. 

· Announce to guests of when to park strollers in designated areas, when to proceed to the breastfeeding area and where to be seated.

· Staff and volunteers will continue directing participants to designated area and assist with stroller parking.

· 10:55 AM – MC Provides Instruction to “Latch-On” at 11:00 AM

· When the majority is seated, a reminder is made for mothers to latch their babies when directed.

· Mothers (or adjacent family member) are instructed to raise their hand when the baby is “latched-on” and to lower it when notified to do so. 

· Mothers are invited to continue feeding their babies and socializing with those seated around them while the count is occurring. 

· 11:00 AM - MC Prompt Mothers to Latch Their Babies

· Prior to the event, designated staff should already know what area (i.e. marked rows, sections, pods, etc.) they are responsible for counting. 

· Counters will begin at 11:00 AM, marking rows at a designated end with a post it note when the row count is completed.

· Row/section counts will be recorded on paper and given to the planning leader or designated person for final tabulation.

· The count should be completed and participants resettled within 10 minutes.

· 11:10 AM - MC to Officially Greet and Thank Participants 

· MC will provide a brief overview of the events to follow so attendees know to remain seated. A sample overview would be:

1) Presentation of guest speakers

2) Introduction of special guests

3) Draw prizes

4) Cake cutting and distribution

· 11:15 AM - Guest Speakers are Invited to the Podium 

· 11:25 AM - Special Guests are Acknowledged  

· 11:30 AM - Prizes Are Drawn 

· The MC will request any last minute tickets to be added to the draw; volunteers will collect. 

· If appropriate/applicable, volunteers or staff will bring prizes one by one to the podium.

· MC will acknowledge the item and responsible donor/sponsor. 

· Winners should be drawn by the MC or special guests. 

· The winning ticket will be taped to the prize and brought to a designated/manned table for pickup following the event.

· 11:45 AM - Final Thank You’s

· MC will announce appreciation to the exhibitors, volunteers, donators/sponsors, special guests, and guest speakers. 

· The planning leader may interject and thank the MC for his/her work. 

· 11:40 AM – The Wrap Up

· The MC will invite participants upon exiting the breastfeeding area to attend the cake cutting and distribution. 

· MC will encourage guests to continue viewing exhibits and participating in activities until closing. 

· MC will request attendees to visit the registration table when leaving to complete an evaluation form and to pick up their gift bag. 

· MC will say a final thank you to the participants.

· 11:50 AM – Cake Cutting and Distribution

· Special guest or planning leader may cut the cake

· Staff and volunteers will assist in cake distribution

· Event Closure

· When final guests depart, take down and clean up commences

· Important tasks to note:

· Final tabulation of count and reporting to babyfriendly@canada.com prior to outlined time in challenge rules

· Collection and storage of evaluations

· Returning of all rented equipment

· Distribution of thank you letters and/or cards (or can be done in the days shortly following the event)

EVALUATION

· Evaluation forms should be completed by both the audience and the resource people/exhibitors

· This will determine whether the event was successful or not and provide suggestions for future events

· Those involved in organizing the event should also give feedback on the organization process and implementation of the event

· All feedback from all parties should be summarized into a written report and presented to the organizers or main stakeholders following the event. This information will also prove helpful when planning future WBW celebrations.

(Newfoundland and Labrador Heart Health Program, 2007)

· Sample questions or information gathered on the evaluation form may include:

· Age of breastfeeding child

· Address or city/township where they are from; specific neighborhood they are from (i.e. west or east)

· Location attended (if more than one location in community)

· Where attendees heard of the event (i.e. newspaper, mailout, service provider, etc.)

· What displays attendees liked most and why

· Things they would change regarding venue, order of events, type of activities, information shared, etc.

TIME TABLE CHECKLIST FOR WORLD BREASTFEEDING WEEK CELEBRATION

	
	Committee Member
	
	Date  Completed
	
	Notes

	6-12 Months Before the WBW Celebration

	· Form a committee
	
	
	
	
	

	· Establish goals and objectives for the WBW celebration event
	
	
	
	
	

	· Identify your priority audience
	
	
	
	
	

	· Determine theme 
	
	
	
	
	

	· Confirm date and time
	
	
	
	
	

	· Choose and reserve venue
	
	
	
	
	

	· Brainstorm possible resource people and/or information (i.e. displays, speakers, etc), activities, and services
	
	
	
	
	

	· Plan your budget
	
	
	
	
	

	
	
	
	
	
	

	3 to 6 Months Before the WBW Celebration

	· Establish all timelines (i.e. meeting dates, timeline for day’s events, timeline for planning event)
	
	
	
	
	

	· Obtain commitments from resource people – ask them to reserve the date for the event
	
	
	
	
	

	· Begin recruiting and confirming volunteers
	
	
	
	
	

	· Contact rental company to determine how far in advance you should reserve rental equipment, chairs, equipment
	
	
	
	
	

	· Reserve rental equipment, chairs, tables, etc.
	
	
	
	
	

	
	
	
	
	
	

	3 Months Before the WBW Celebration

	· Order any promotional materials or education pamphlets for displays you are in charge of
	
	
	
	
	

	· Compose and send letters requesting start up funds, donations, sponsorship and/or prizes
	
	
	
	
	

	· Begin obtaining and assembling prizes, decorations, goodie bags, gift giveaways, etc.
	
	
	
	
	

	· Design and print posters, flyers, mailouts/invitations to promote event
	
	
	
	
	

	· Submit posters, flyers, mailouts/invitations for translation to various languages if applicable
	
	
	
	
	

	· Design and print registration forms and evaluation forms
	
	
	
	
	

	· Confirm resource people with a written letter of confirmation

· Date of event

· Time (to set up and hours of operation)

· Location (map)

· Any instructions/guidelines

· Request for the title of their display

· Request they bring their own special equipment if possible (i.e. extension cords

· Request confirmation of space or equipment they require

· Request confirmation via return call/email/letter
	
	
	
	
	

	· Receive confirmations from resource people
	
	
	
	
	

	
	
	
	
	
	

	1 Month Before WBW Celebration

	· Meet with committee members to review progress 
	
	
	
	
	

	· Determine staffing needs and request manpower from management
	
	
	
	
	

	· Publicize the event with flyers, posters, mailouts, email, word of mouth through health care providers, etc. to target audience
	
	
	
	
	

	· Write press release, public service announcements, feature story, etc.
	
	
	
	
	

	· 3-4 weeks prior to event contact television, radio and newspapers and submit press release for publication.

· Secure reporters to write cover stories throughout WBW.

· Also secure media attendance during the event and confirm ability to submit press release post event to publicize outcome.

· Radio - air 3-5 days in advance

· Cable TV - air 1-2 weeks in advance

· Newspaper – to distribute press release 2 weeks in advance and cover stories throughout WBW


	
	
	
	
	

	· Send invitations to special guests
	
	
	
	
	

	· Begin designing floor plan
	
	
	
	
	

	· Begin making signage
	
	
	
	
	

	· Begin pre-registration if applicable
	
	
	
	
	

	· Determine amount of beverages and food needed for event (include all family members attending)
	
	
	
	
	

	· Make list of all items still needed to be donated or bought (if necessary)
	
	
	
	
	

	· Continue collecting, arranging/wrapping donated prizes
	
	
	
	
	

	· Purchase non-perishable food items, cutlery, plates, and napkins and/or any other leftover items
	
	
	
	
	

	· Begin to gather all supplies you have listed under “odds & ends)
	
	
	
	
	

	
	
	
	
	
	

	1 Week Before (week leading up to) WBW Celebration

	· Setup displays at various locations throughout community for duration of WBW
	
	
	
	
	

	· Re-confirm resource people, volunteers and staff
	
	
	
	
	

	· Designate official people to count participants. Appropriate ratio is 1 counter to 10 or 15 participants (Quintessence Foundation, 2007)
	
	
	
	
	

	· Make nametags for all participants
	
	
	
	
	

	· Collect and package last of the donations and prizes
	
	
	
	
	

	· Make a list of duties/assignments for volunteers
	
	
	
	
	

	· Finalize plans for registration table, raffle entries, evaluation (i.e. distribution and collection) form completion and gift giveaways
	
	
	
	
	

	· Finalize plan and duties for staff members – including person to call Quintessence with final count
	
	
	
	
	

	· Review and finalize floor plan
	
	
	
	
	

	
	
	
	
	
	

	1-2 Days Before the WBW Celebration
	
	
	
	
	

	· Make follow-up phone calls to various media to 
· ensure media coverage on day of event
	
	
	
	
	

	· If venue allows, set up tables, displays, chairs, etc
	
	
	
	
	

	· Begin bringing “odds & ends” to venue
	
	
	
	
	

	· Set up a central table - probably registration table. Include:

· Storage of all “odds & ends” 

· Registration forms

· Gift giveaways

· Evaluations

· Lots of pens
	
	
	
	
	

	· Set up food area/table
	
	
	
	
	

	· Make sure those that requested electrical outlets or equipment can be accommodated
	
	
	
	
	

	
	
	
	
	
	

	Day of the WBW Celebration
	
	
	
	
	

	· Set up as needed
	
	
	
	
	

	· Pick up all perishable food items
	
	
	
	
	

	· Be ready 1 hour prior to doors opening
	
	
	
	
	

	· Gather volunteers and provide direction/instruction
	
	
	
	
	

	· Follow “Order of Events” you have itemized
	
	
	
	
	

	· Collect registration – participants must sign in with their name, address and media consent
	
	
	
	
	

	· Collect all raffle entries
	
	
	
	
	

	· Conduct count and report via email or phone participant numbers by deadline specified within Quintessence Foundation Challenge Rules (see website for details)
	
	
	
	
	

	· Have two witnesses (two adult non participants) sign letters of witness (see website for form letters)
	
	
	
	
	

	· Collect evaluations
	
	
	
	
	

	· Clean up and return rented and borrowed equipment
	
	
	
	
	

	
	
	
	
	
	

	Follow-up After the WBW Celebration 
	
	
	
	
	

	· Send thank you letters to exhibitors, volunteers, staff, entertainers, door prize donors/sponsors, and dignitaries who attended
	
	
	
	
	

	· Submit all paperwork (i.e. Two letters of witness and a signed Organizer’s Report – found on Quintessence Website)
	
	
	
	
	

	· Submit picture of participants to Quintessence Foundation as per Challenge rules
	
	
	
	
	

	· Keep signed registration lists on file until Quintessence Foundation provides you with a Site Participation Certificate.
	
	
	
	
	

	· Tabulate evaluation results
	
	
	
	
	

	· Document information like possible improvements, expenses, what went right, etc. for future reference
	
	
	
	
	

	· Conduct committee meeting to present identified improvements and strengths
	
	
	
	
	

	· Compose and submit “Letter to Editor” for result of event or follow-up with media coverage to confirm when results/outcomes will be publicized
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APPENDIX

APPENDIX 1

Previous World Breastfeeding Week Celebration Themes

by

World Alliance for Breastfeeding Action (2007)

in


World Breastfeeding Week: 120 Countries, Worldwide, Annually

http://worldbreastfeedingweek.org/archives.htm
Retrieved November 23, 2007

PREVIOUS WBW CELEBRATION THEMES

2007: Breastfeeding: The 1st Hour – Save ONE million babies!

2006: Code Watch: 25 Years of Protecting Breastfeeding

2005: Breastfeeding and Family Foods: LOVING & HEALTHY

2004: Exclusive Breastfeeding: the Gold Standard Safe, Sound, Sustainable

2003: Breastfeeding in a Globalized World for Peace and Justice

2002: Breastfeeding: Healthy Mothers and Healthy Babies

2001: Breastfeeding in the Information Age

2000: Breastfeeding It’s Your Right!

1999: Breastfeeding – Education for Life

1998: Breastfeeding – The Best Investment

1997: Breastfeeding Nature’s Way

APPENDIX 2

Sample Wording for Invitation to Mothers

Sample Letter Requesting Sponsorship

Sample Invitation to Dignitaries

Sample Thank You Letter to Venue Host & Guest Speakers
by

Richmond Health Services

Part of Vancouver Coastal Health Authority (2007)

SAMPLE WORDING FOR INVITATION TO MOTHERS

Join us at the

BREASTFEEDING CELEBRATION

(LOCATION)

(TIME)

(DATE)

Feed your baby at 11:00 am & be counted in (PROVINCE’S/STATE’S) grand total!

Door prizes & refreshments

A gift for every Mom

Note: Depending on the layout and design of your invitation and/or posters, you may also wish to include breastfeeding facts relating to the year’s theme. For example, in 2007 an invitation postcard included various statements such as “Putting the baby to breast right after birth helps guarantee milk supply for the months to come” (Richmond Health Services, 2007).

SAMPLE LETTER REQUESTING SPONSORSHIP

Dear Valued Sponsor,

(ORGANIZATION NAME) is planning a Breastfeeding Celebration to kick off World Breastfeeding Week (DATES). We are sending you this letter to request your support for the event.

Date: XXX

Time: XXX

Place: XXX

Breastfeeding women, their babies and families, will be invited to attend and enjoy refreshments, music, storytelling, and health promotion displays.


At 11:00 am participants will join in a simultaneous feeding session. Similar events will be occurring throughout (PROVINCE/STATE) to recognize the importance of breastfeeding in the promotion of health and protection from illness for both mother and child.

By offering a contribution to our door prizes, your company is sending a message to the public that you acknowledge the value of breastfeeding in our community. Your company will be recognized in our promotional materials and through the media coverage during and after the event.

We are pleased to answer any question you might have. Please contact (NAME/TITLE/ORGANIZATION) at (TELEPHONE NUMBER/EMAIL ADDRESS).


Thank you for your time and consideration. We look forward to hearing from you soon.

Yours truly,

NAME

TITLE/ORGANIZATION

SAMPLE INVITATION TO DIGNITARIES

Dear “DIGNITARY”:

RE: (CITY/MUNICIPALITY) PARTICIPATES IN WORLD BREASTFEEDING WEEK

(ORGANIZERS/EVENT SPONSORS’ NAME) invite you to World Breastfeeding Week Celebration being held on (DATE), at (VENUE LOCATION).

This year’s theme for World Breastfeeding Week is Breastfeeding: The first hour and beyond. The benefits of breastfeeding are numerous and provide great health benefits to both infants and mothers. The long term health benefits of breastfeeding include fewer allergies and infections in children and a reduction of risk for heart disease, diabetes and obesity. Breastfeeding is a healthy start to a healthy life and is endorsed by both the World Health Organization and UNICEF.


(ORGANIZERS/EVENT SPONSORS’ NAME) will be hosting breastfeeding mothers and their families at (VENUE LOCATION) from 10:30-12:00 noon. At 11:00 AM, mothers will breastfeed and be counted in the province-wide initiative. We look forward to having you join us in celebrating this positive and healthy lifestyle choice. Your support and attendance is appreciated to ensure that together we are supporting healthy lives in healthy communities. Please RSVP to XXXX (NAME AND TITLE/ORGANIZATION) at (TELEPHONE/EMAIL ADDRESS).


Sincerely

NAME

TITLE/ORGANIZATION

NOTE: THANK YOU LETTERS

· The following letter is addressed to the venue host and guest speakers/dignitaries. It can be modified to meet the needs of appreciating volunteers, exhibitors or sponsors.

· Important things to include in the thank you letter are:

· Advising of attendance numbers

· How their display or presence benefited the overall event and impact on attendees (or any specific accomplishments such as number of volunteer hours in planning process, most popular display as indicated by surveys, etc.)

· How your location ranked

· Appreciation for supporting the event and breastfeeding

· A simple thank you card is also an option which can be distributed to volunteers, agency staff, exhibitors who may be part of or have a close relationship to the hosting agency. It provides an opportunity to add personalized hand written notes in a less formal format and continues to promote breastfeeding through a visually appealing design.

SAMPLE THANK YOU LETTER TO VENUE HOST & GUEST SPEAKERS

Dear (NAME):

On behalf of (ORGANIZATION NAME), thank you for providing the (NAME OF VENUE) for the Breastfeeding Celebration as a kickoff for the activities of World Breastfeeding Week (WBW) 2007.

The event was attended by (#) breastfeeding mothers and their families. The spacious, bright breezeway was ideal for families to browse displays from community partners including (LIST EXHIBITORS AND/OR COMMUNITY PARTNERS). The (NAME OF BREASTFEEDING CHALLENGE ROOM LOCATION) provided a comfortable setting for mothers feeding their babies at the 11:00 am breastfeeding count.


Thank you to (NAME) for speaking about her personal experience and the benefits of breastfeeding. (NAMES OF VENUE EMPLOYEES/EVENT PLANNERS) assistance with planning and support on the day were invaluable to ensuring a successful event.

(CITY/MUNICIPALITY) ranked (X) for the number of moms participating in a WBW event. I think the attraction of (VENUE NAME) and the timely press release contributed to this success.


In conclusion, (NAME OF VENUE ORGANIZATION/GUEST SPEAKER) is commended for modeling support for breastfeeding as an important way to enhance community wellness.

Sincerely,

NAME

TITLE/ORGANIZATION

Appendix 3

Sample Certificate of Attendance #1

by

Richmond Health Department

Part of Vancouver Coastal Health Authority (2007)

and

Sample Certificate of Attendance #2

by

Quintessence Foundation (2007)

in

Quintessence Foundation

http://www.babyfriendly.ca/challenge/2007/BFC2007_Individual_Participation_Certificate_New.doc
Retrieved November 23, 2007
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	Certificate of Attendance

Breastfeeding Challenge 2008



	

	This is to certify that on Saturday, October 11, 2008 at 11am

_______________________________________________________________________
Participated in the Quintessence Breastfeeding Challenge 2008 for the 

most mothers breastfeeding simultaneously in a set geographic area – 

a province, territory, state or country as a percentage of 

the birth rate.
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	_________________________________________

Program Organizer

Sponsored by:  The Quintessence Foundation
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APPENDIX 4

Sample Press Release and “Letter to Editor”

World Breastfeeding Week 2007: Richmond Participates!

by

Richmond Health Services

Part of Vancouver Coastal Health Authority (2007)

and

Letter to the Editor: Breastfeeding Celebration A Success

by

B. Kitts

in

Richmond News

Friday October 5, 2007

SAMPLE PRESS RELEASE

WORLD BREASTFEEDING WEEK 2007

RICHMOND PARTICPATES

Richmond Families to gather at Richmond City Hall

For Breastfeeding Celebration

Sept 29, 10:30-12:00 noon

This year’s theme for World Breastfeeding Week is “Breastfeeding: the 1st Hour and Beyond”. World Health Organization and UNICEF emphasize the importance of skin to skin contact and early initiation of breastfeeding after birth so babies receive colostrums- the valuable first milk rich in immunities. Mothers benefit by having earlier milk production. Early success helps improve the longevity of breastfeeding by improving milk supply, reducing problems and preventing unnecessary supplementation with breast milk substitutes (i.e. formula).

Many studies show that exclusive breastfeeding has long term health benefits for mothers and children including lower rates of allergies, infections, obesity and diabetes. The impact of breastfeeding in health care is huge.


To recognize mothers for their effort to breastfeed their babies, the Richmond Health Dept is hosting a celebration. The event will be at the Richmond City Hall (the corner of No. 3 Road and Granville Ave) from 10:30 – 12:00 noon. At 11:00 am, mothers will breastfeed and be counted in the province-wide initiative.


There will be door prizes, refreshments, fun for siblings and a gift for every breastfeeding Mom.

Breastfeeding Action and Awareness Committee

Richmond Health Services

SAMPLE LETTER TO THE EDITOR

The Editor,

The Breastfeeding Action and Awareness Committee would like to thank the 94 mothers, their beautiful infants and toddlers and families for making the Breastfeeding Celebration at Richmond City Hall on Saturday, Sept. 29 a huge success. It was delightful to see families enjoying themselves, socializing and learning from each other. 


The event marked the beginning of World Breastfeeding Week from Oct. 1 to 7. This year’s theme, “From Birth and Beyond,” emphasizes the importance of skin-to-skin contact right after birth, giving colostrums in the first days and providing breast milk beyond the first year for optimal health of mothers and children.

We would like to express a heartfelt thank-you to the sponsors who donated the refreshments and door prizes and to our community partners for the displays and their participation.

Beth Kitts, Public Health Nurse

Breastfeeding Action and Awareness Committee

Richmond Health Services

APPENDIX 5

Registration Form and Media Consent Form

by

Quintessence Foundation (2007)

in

Quintessence Foundation

http://www.babyfriendly.ca/challenge/2007/BFC2007_Registration_List_for_Participating_Sites.doc
Retrieved November 23, 2007

and

Organizer Report and Witness Statements Form

by

Quintessence Foundation (2007)

in

Quintessence Foundation

http://www.babyfriendly.ca/challenge/2007/BFC2007_Organizer_and_Witness_Report.doc
Retrieved November 23, 2007
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Registration List: Quintessence Breastfeeding Challenge 2007

On September 29, 2007 the following mothers and babies were breastfeeding at eleven a.m.

	Mother’s & Child(ren)’s Names
	Address / Phone Number
	Signature(& media consent)

	1. 
	
	

	2. 
	
	

	3. 
	
	

	4. 
	
	

	5. 
	
	

	6. 
	
	

	7. 
	
	

	8. 
	
	

	9. 
	
	

	10. 
	
	

	11. 
	
	

	12. 
	
	

	13. 
	
	

	14. 
	
	

	15. 
	
	

	16. 
	
	

	17. 
	
	

	18. 
	
	

	19. 
	
	


Two witness signatures:
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	Suite 501- 4438 West 10th Ave.

Vancouver, B.C.

V6R 4R8

Phone/Fax: 604-228-9331




Organizer Report –complete one per site to be submitted after the Challenge by fax or mail. Pictures are welcomed but not mandatory.
Organizer Statement

Name:                                                              Site name:

Number of Mothers:

Number of Babies

Witness Statements

This statement certifies that I was present on September 29,2007 at 11am at the above site for the Quintessence Breastfeeding Challenge & witnessed___________mothers

with_____________children breastfeeding at 11am local time.

Witness one:

Signature:__________________________________________

Print name:________________________________________

Position___________________________________

Contact phone number/email_______________________________

Witness two:

Signature_____________________________________

Print name:_______________________________________

Position:__________________________________

Contact phone number/email_______________________________

*two witness signatures are required for each site. Witnesses must be 16 years or older.
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