ENA Annual Easter Egg Hunt Playbook
	ITEM/ISSUE
	2011
	2012
	2013

	Event Details
	*Easter Saturday at Acewood Park 

*10 a.m. SHARP

*Attendance = approximately 200 people (120 treats distributed to children)
	*Contact President Tonya Hamilton TonyaLHN@aol.com to team up with East Buckeye Neighborhood Association
*If partnering, consider moving to Droster Park to better accommodate East Buckeye Neighborhood families
	

	Advertising


	*Submit ECHO article two months prior
*Post on website event calendar

*Post flyer on website

*Post on Facebook page

*Send event invite via Facebook

*Hang banners on neighborhood signs

*Send blast e-mail one week prior
	
	

	Park Clean-up


	*Hosted Earth Day Clean-up the day before, which helped get Acewood Park ready for the egg hunt

*Goose droppings continue to be problematic

*Contact city asking them to clean up goose droppings on the Friday before the event
	
	

	Materials Needed
	*Banners

*Bunny costume 

*3 bins of plastic eggs from storage shed (broken eggs thrown away and 200 more purchased from Oriental Trading for 2012)
*Megaphone

*Treats

*Finish chute poles and flags (Mike Roltgen)
	
	

	Pre-event
	*Pick up banners and bunny suit from storage 

*Hang banners on neighborhood signs

*Deliver bunny suit and check sizing

*Pick up eggs and megaphone from storage
*Pick up treats 

*Assemble goody bags if needed
	
	

	Volunteers
	*Storage run and banners (1)

*Egg hiders (4)

*Roped area set-up (1)

*Table, treat, and basket set-up (2)

*Easter Bunny and driver (2)

*Emcee (1)

*Photographer (1)

*Clean-up (ALL)
	
	

	Set-up 


	*Christina, Ryan, Greg, and Melissa hid eggs at 9:15 a.m.

*Next year, start at 9 a.m. to make sure we are done before neighbors begin to arrive

*Set up treat tables and egg drop-off area

*Valerie picked up 150 bags of animal crackers from Woodman’s/only used 120 bags ($53.46) ($2.19/6-pack)
	
	

	Archives

	*Take pictures before/during/after for neighborhood archives
	
	

	Easter Bunny


	*Pick up bunny at 9:45 a.m.

*Mike Roltgen arrived at 9:55 a.m. in convertible driven by Mike Digman
*Costume dry cleaned at Professional Cleaners on Monona Drive ($20.03)
	
	

	Start/End Time


	*Started at 10 a.m. SHARP

*Event is over within minutes

*Some families stayed to play in park

*Everyone was gone by 10:30 a.m.
	
	

	Age Group Separation


	*Rope off a separate area for children ages 4 years and younger

*Include “special eggs” in roped off area

*Younger children were given a 30-second head start, but it wasn’t enough time
	
	

	Special Eggs 

and Baskets


	*Twelve baskets were donated by local businesses

*Kids who found “special eggs” received these baskets

*Baskets had signs recognizing the donor

*Concerns were voiced over “commercializing” a fun and free family event

*Will proceed on a trial basis this year
	
	

	Donations
	N/A
	*Woodman’s http://www.woodmans-food.com/about/community-involvement/
*If you would like Woodman’s to consider your organization for a charitable donation, please submit a written request to our Corporate Office (Attn: Donations/Clint Woodman) at 2631 Liberty Lane, Janesville, WI  53545 or 608-754-8317 (fax) at least 30 days in advance of the event.  Be sure to include a brief description of your organization and the event, the date the donation is needed, and your contact details, including a mailing address.  All requests will be thoughtfully considered.
	

	Parking & Safety

	*Crowded

*Some parents/children were not on time—no eggs left to find
*Contact police for parking, traffic, and safety assistance
	*Consult ENA Safety Coordinator
	

	Prize Line


	*Need more streamlined distribution method if giving treat, toy, and coupons again next year

*Bag/group items ahead of time

*Have a more fluid system where kids drop eggs into the container and take their own goody bag
	
	

	Clean-up


	*Clean up trash and eggs (10:30-11 a.m.)
*Take down banners

*Mike Digman returned supplies to storage
	
	

	Follow-up


	*Post pictures on website and Facebook

*Recap article in following month’s ECHO 

*Thank business donors in following month’s ECHO

*Discuss at following month’s board meeting and update playbook
	
	

	Complaints
	*One neighbor noted:  “We never know what’s going on at the park ahead of time”  

*Consider distributing flyers to houses surrounding Acewood Park several weeks beforehand to notify neighbors of the event
	
	

	Total Cost
	Animal crackers ($53.46)
Costume dry cleaning ($20.03)

TOTAL = $73.49
	
	


