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Disclaimer

This handbook constitutes one of the preliminary deliverables of the TAFISA-led
fi Bropean Week of Sport Tool b @rojéct, co-funded by the Erasmus +
Programme of the European Union from the 1 st of January 2015 to the 31 ' of

December 2015. It will be reviewed following the 2015 European Week of Sport.
For any comment on this handbook, please contact TAFISA: info@tafisa.net
This project has only been made possible by the gathering of a coalition of
partners coming from all over Europe, that have committed their experience and

knowledge towards the creation of quality and adapted results.

Full Proje ct Partners

Country Project Partner Website
European Capitals and Cities of
Sport Federation

Wwww.aceseurope.eu

Belgium Federation of the European Sporting Www.fesi.sport.org
Goods Industry (FESI) T '
French National Olympic Committee www.franceolympigue.com
France (CNOSF) ' '
Think Tank Sport & Citizenship www.sportetcitoyennete.org
Germany The Association for International www tafisa.net
Sport for All (TAFISA)
Ministry of Culture, Education and
Greece Religion:  General Secretariat  of www.culture.gr

Sports

Netherlands Institute for Sport and
Physical Activity (NISB)

Polish National Federation Sport for

Netherlands http://international.nisb.nl

Poland Al www.federacja.com.pl/site2/
Portuguese Institute of Sport and -

Portugal Youth (IPDJ) www.ipdj.pt

Associated Partner

Country Proje ct Partner Website

International  Sport and  Culture

Denmark Association (ISCA)

www.isca -web.org

More info on the European Week of Sport ( http://ec.europa.eu/sport/week )

© TAFISA, Think Tank Sport and Citizenship, 2015
Reproduction is authorised provided the source is acknowledged.

Image cover © shutterstock.com , 2015
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About the European Week of Sport

What is it about?

The European Week of Sport is a new initiative of the European Commission to
promote sport and physical activity across Europe. The Week will generate new
activities and also build on already existing successful initiatives in the European,

national, regio nal or local context. This European -wide campaign will inspire
Europeans to #BeActive during the Week and encourage them to stay active all
year long.

The first European Week of Sport (EWoS) will take place all over Europe in September
2015, as from 7 ™, date of the official opening.

How does it work?

The European Week of Sport is structured around 4 Focus Days , i.e. Education
environment, Workplace, Outdoors, Sport Clubs & Fitness centres. A wide range of
initiatives and activities will be organised arou nd these settings at different levels (EU,

national, local and regional level) and with the involvement of many actors.

The overarchi ng campaign theme for the Week #BeActive should also become the
reference framework for existing campaigns, events and act ivities throughout the year.
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Purpose of this document

This document is aimed at providing local stakeh olders such as provinces, local
government areas and municipalities with the necessary tools and instruments to
participate as an organis er in the EWoS . A successful European Week of Sport
campaign cannot avoid cascading both communication elements and inspiration to the

citizens in their local territories.

Therefore, this document aims at helping local stakeholders to organis e events as part
of the EW0S and ultimately making it accessible to a majority of European citizens

It provides generals tips and tricks on how to engage communities, how to

communicate and spread the word about the first -ever European wide initiative to
inspire European citizens to #BeActive

How to use this document

This document is divided into two main chapters. Chapter 1 is designed to be rather
interactive and follows a 640ep appr oac hd.tepsTHawesbeen galefullg
selected and build upon longstanding exp erience and knowledge in the field of event

organis ation.

Every step is presented in the form of a checklist, which enables the reader with the
possibility to  constantly track progress of the project. For each step there are 5
columns: O0Task®rogbdesdpddéDoOned and O6Learningb.

The O6Taskd column describes what work has to be di
contains references to further information on certain topics that could be a benefit for

the reader. Columns O6To dodaegbobmngRtogoeded eandhedDt
necessary, filled with notes. By doing so, the user always knows which elements of a

certain task still need to be t ackled, which parts are on their way and what work has

already been done. The | adds valoeofor uhmsero L iesafarnthatn g 6 a
potential learning effects which occurred during the process can be listed immediately

and serve as a basis for i mprovemenstofSppnt. next year 0

Please note that tasks may vary depending on the structure of your organis  ation and
can be adapted to your needs anytime and as much as you like. Furthermore, there is
no obligation to make usage of every step ; itis a recommendation for a possible way

of proceeding when planning your event that has prov ed to be successful in the past.

The second chapter of this document puts a strong emphasis on the communication
aspect as it plays a crucial role when it comes to transporting the message to the
individual citizen. It provides generals tips and tricks on how to engage communities,

how to communicate and spread the word about the first -ever European wide initiative
to inspire European citizens to #BeActive .
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Chapter 1: 10 Steps
Step 1: Orientation
Task _ In Progress Done Learning

Develop ani dea. | nclude existing
events or get inspiration from
Best Practices.

Match your events with the
corresponding Focus Days.
(Download the related handbooks
for reference)

Create a list with activities that
are organised in your community.

Identify key players in your
community/region. These might
be local authorities, regional
governments, schools, clubs, etc.

Formulate one or more goals
using the SMART method.

Develop a short version of a
project plan. (See step 4)
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Step 2: Kick - Off
Task ; In Progress Done Learning

Internal Kick - Off:

Bring together all important
internal players that will either be
a part of or have an interest in
the EWo0S.

External Kick -Off:

Invite the key players identified
in step 1 and recruit partners.
Make sure that the purpose and
aim of the project is clear and
agreed on.

Make sure that the leading
politicians are invited to attend in
order to guarantee support for
the project.

#BEA(
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Step 3: Project Management

Task _ In Progress Done Learning

Determine what  qualities are
needed within the project group.

Begin recruiting project
members.

Appoint a project manager.

Introduce the project in detail
and ensure that the members get
to know each other.

Allocate tasks based on the
project needs. Keep in mind the
project members qualifications
and connections.

Form a small cross sector alliance
who share the responsibilities for
delivering the EWo0S

w0 #BEA(
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Step 4: Project Plan

Task _I In Progress Done Learning

Develop a project  plan that helps
monitoring the project. This plan
can be used for fundraising and
other external purposes.

Therefore it has to be accessible
and understandable to all parties
involved. It usually consists of the
following elements:

Timeline
Mission/Vision
Objectives
Target

Budget
Communication
Evaluation

E R EE EEE
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Step5 :Financ e

Task - In Progress Done Learning

Determine which expenses will
be made.

Determine what budget is
needed to cover the costs.

Determine what resources are
needed.

Determine where potential
funding might come from.

Approach potential sponsors and
funding sources

o #BEA(
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Step 6 : Activities & Program me

Task _I In Progress Done Learning

Plan a special opening and closing
ceremony. You might want to
include speeches of the
mayor/ambassadors/sponsors, a
symbolic kick -off, activities
ending in a dance festival in
central spaces, etc.

List all activities that are taking
place during the EWo0S.

Compose a weekly program  me.
You can include traditional Sports
and Games 1 a free European
collection with interactive contents

is available from June 30 ™, 2015,
at www.recallgames.com

Distribute your weekly program me
by using your communicat  ion
channels. Remember to include

your local newspaper and radio
stations.

Register your event on the official
EWoS website and download the
communication package.

#BEA( -
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Step 7 : Recruiting volunteers

Task _ In Progress Done Learning

Calculate the required capacity,
keeping in mind the number &

type.

Approach local schools,

universities and sport clubs for
volunteers. Remember to make
usage of your proj
network.

Keep a list with contact details
that can be shared among the
volunteers if necessary.

Create some sort of incentive for
volunteering, e.g. certificates.

If possible, cover expenses for
traveling and similar activities.

H #BEA(
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Step 8 : During the week

Task ! In Progress Done Learning

Show presence and involvement
in the activities.

Create images & video material
of the activities.

If necessary, be prepared to
adapt your original plan.

Involve local journalists and
newspapers.

Promote #BeActive through
Social media.

Make sure that everybody has a
contact person and his/her
contact details.

#BEA( -
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Task

Lead questi ons for evaluation
might be :

1 Are the objectives
achieved?

1 What was the main
impact?

1 Were theright partners
involved in the
organis ation?

1 How was the process of
the project, collaboration,
etc.?

1 Does this project
continue?

Step 9 : Evaluation & Aftercare

IO~ Progress

Done

Learning

Document progress, success and
problems.

(Click the symbol on the right for
a template of a SWOT analysis)

Celebrate and publicis e your
goals.

Praise collaborators and
volunteers.

Send out thank -you -letters and
small gifts to parties involved.

16

#BEA(

European Week of Sport




E 4 ‘TA F | S A Sport sss
e uropean Tro Assootion [:|t|zensh|p cltovennete
Commission | Sport Sl ot serwng soce: Lo Spor

Step 10 : Debrief & commence planning for EWoS 2016

Task ! In Progress Done Learning

Meet with the local organis ers to
ascertain which parts of the week
were successful and which
elements could be improved.

Discuss which improvements can
be made.

Consider the idea of being

represented at the TAFISA

organis ed workshops aiming at
building capacity and being
acknowl edged as an
www.triple -ac.net

Report the outcomes of this
yeards EWoS and fu
city councillors and other relevant
partners.

Send out thank -you -letters and
small gifts to parties involved.

#BEA( o
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Chapter 2: Communication

Engaging local communities

The success of the European Week of Sport will depend on the level of involvement of
national, butalso regional and local stakeholders.

Successful attempts at engaging local communities should include the following
elements:

A Set up clear goals, objectives, and responsibilities for effective community
involvement

ldentify the communi t ytibns,cancetner est, expect a
Come up with a plan for the involvement of the communities in the activities

Identity the tools to implement community activities

Respond to community health and physical activity concerns and expectations

in terms of events at local level

Organise common meetings to share information about the events;

Give time to stakeholders to meet and exchange ideas.

A Provide opportunities to engage in activities

v > > D
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Defining a communication plan

Spreading the information

Organis ing European Week of  Sport activities within municipalities - at a local level in
general - should be made visible to all the parties involved , wWhether that be
municipalities, regional governments, sport clubs or other local stakeholders. The main

idea is to get the informatio n out there that there is a new framework being
implemented: the European Week of Sport.

Being able to clearly define who you want to reach, how, which message has to be
delivered is paramount. A good communication plan includes the following items:

Obj ectives

Target audience (s)

Messages and content 1 create and disseminate knowledge
Materials/channels T how to deploy the communication
Quantity/frequency of communication I Scheduling and planning

> > > > >
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Communication objectives

The first step of the communication plan is to define the vision of your event, in line
with the European Week of Sport philosophy: inspire people to # BeActive .

Change in participantdés relation to physical ac

Ultimately, the overarching goal of your communication should be to engage more
people to be physically active more often, meani ng beyond the very event organis ed
as part of the European Week of Sport: increase yearly participation in physical

activity .

To this end, the factsheets are an importa nt tool to spread the message that the
physical inactivity crisis is taking over Europe, and that a way of countering this is to
reintegrate physical activity into everyday life.

The lack of physical activity not only has a negative impact on society and peopl eobs
health, but also results in economic costs. In addition, sport has the potential to

strengthen messages of tolerance and reinforce citizenship throughout Europe.

Promoting the role  of sport as a means of social inclusion will help address ongoin g
challenges in European society.

20 #BEA(
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Foster fun and positive attitudes

Increasing yearly participation in physical activity is a message to be delivered
through a positive lens. The European Week of Sport is about celebrating the benefits
of engaging in physical activity.

To this end, fostering fun and positive elements and attitudes within your events will
have to remain one of the objectives.

Building on existing events

For te rritories where annual physical activity and sport events , already exist, the
objective should be to integrate them into the European Week of Sport framework
(branding, messaging, etc).

By doing this, existing event will be part of something greater i a European -wide
campaign to promote movement and physical activity and its benefits for society.

#BF, 2
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Defining target audiences
A good communication scheme gives you the basis for organis ing a successful local
European Week of Sport event . Remember that a communication does not have to be
complicated or time consuming to be effective. There are existing communication
channels that you can use directly as the websites / magazines and newsletter of your
provinceds spmonts dubst grdlse monthly leaflet of a sports retailer of your
neighbourhood . With minimal effort, it is possible to reach a critical audience.
Within your organisation, you will need to determine who can be the potential

communication audiences. Listed below are some o f the partners that you might want
to reach to and address in your communication plan. These components are described
with examples that you can adapt to your own situation.

Internal target audiences

A Project members  and internal staff

A Municipality or local authority engaging in the coordination of the week
(different departments and individuals that may be important from the
municipality during the project).

External target audiences

The potential participants in the activities of the local European W eek of Sport
Partners

Sponsors

The media and other

> > > >
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