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	                                                                                                                             Action
	Tick when completed

	1 
	
Confirm a date for the presentation assembly with committee and coaches.

	

	2 
	
Send invitations to parents, committee and key stakeholders. Think about who the children might like to meet. Who might be influential or helpful in helping the club to become smokefree.

	

	3 
	
Include information on the event on in newsletter and website.

	

	4 
	
Create a list of key attendees and possible speakers. 

	

	5 
	
Invite speakers (if having any) and VIP to present Proud to be Smokefree certificate.

	

	6 
	
Confirm invitations. 

	

	7 
	
Decide what to include in the event, eg. presentation of poster competition winners’ certificates and presentation of the “Proud to be Smokefree” certificate to the club.

	

	8 
	
Decide on competition winners.

	

	9 
	
Arrange certificates and prizes (if having) for competition winners. Example certificates in toolkit.

	

	10 
	
Create a running order for the event

	

	11 
	
Arrange refreshments for speakers, VIPs and committee

	

	12 
	
Prepare PowerPoint presentation for event. Template in toolkit.

	

	13 
	
Display children’s work for the presentation

	

	14 
	
Tell children about the event and what will happen
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