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Organising a Know Your Bible Event 

  
Day Conferences, Reflective Days and Outreach events are a good way to bring KYB groups together for 
teaching, personal reflection and fellowship. The organising team should keep the KYB Vision Statement in 
mind and ensure that everything reflects the Distinctives of Know Your Bible. See the Reflective Day and 
Creative Ideas Packs for ideas. 
 

Initial Steps 
1. Draw together a team (can be the Area Team) and decide who will lead them as they meet regularly to pray 

and plan. 
2. Decide on the type of event, date and venue. 
3. Designate jobs on the event planning team.  

 

Planning the event 
1. Book the venue, check any charges and special requirements; arrange a preliminary visit if the venue is new 

to you.  (See Venue checklist below) 
2. Contact the speaker clearly outlining the event, number & length of sessions required, chosen theme or 

speaker’s own choice. (Know Your Bible produces a speakers’ list of recommended Bible teachers). All 
speakers not already on the list must be given and sign our Statement of Faith. 

3. Hospitality should be organised for the speaker: drinks, lunch, possibly overnight accommodation. 
4. Get publicity out in good time to individuals, local Churches, local Christian bookshops.  Consider the use 

of social media, email, KYB website and Newslink, posters, local papers, advertisements and local radio. 
5. Publicity should include the name Know Your Bible, KYB logo & mission statement, the national office phone 

number & email, website and charity registration number. 
6. Include full details of the event, start and finish times, venue, parking arrangements, speaker, subject, 

cost/free will offering, crèche if available, refreshments and need for packed lunch if appropriate. A 
map/directions, programme for the day could also be included as appropriate. 

 

Finance 
1. Financial support is given from the National Leadership Team to new areas for their first event but all 

expenses to be covered locally thereafter. Decide on a charge and/or free-will offering to cover expenses.  
Treasurer to handle all bills, money taken from refreshments, ticket sales or collection.   

2. Speakers’ travelling expenses are normally forwarded to her before the event. (40p for the first 150 miles 
and 20p thereafter). 

3. A Speaking gift can be given on the day inside a thank-you card. (Recommend £50 per session.  If there are 
three sessions, £100 for the day if Area cannot afford 3 x £50.)  

 

Venue Checklist 
o Accessibility  By bus, train, car, steps, ramps for disabled 
o Cost of hiring  Deposit may be required  
o Parking   Private, public, off street 
o Suitability  Neutral, size, layout, seating, cleanliness, attractiveness, lighting, heating 
o Platform/dais  Layout, lectern, table, microphone, PA system, wifi, recording facilities 
o Music   Piano, keyboard, musicians available, projector/Powerpoint/ hymn books. 
o Kitchen   Accessibility. Equipment: tea pots, crockery, cutlery, tea towels, rubbish disposal 
o Toilets   Disabled access, sufficient quantity 
o Extra equipment Tables for KYB Books display, bookstall, collection plates or bags, flower vases 
o Crèche facilities  Suitable room, toys, toilets, sound relay system   
o Caretaker  Check name, address and telephone number of key holder 



 

KYB Area Team Handbook  Updated February 2021 
 

 
Arrangements for the day 

 
1. Have a time for prayer with all the organising team before people arrive on the day of the event. 

 

2. Plan a timed programme for the event and use team members for various aspects of the meeting: 
opening & closing the meeting, prayer, Bible reading, giving the Notices, sharing a solo, testimony or 
book review. 
 

3. Aim to have a Know Your Bible display and someone to give a brief explanation of the Bible study 
materials and how to use them. You could include a taster session using a sample study.  
 

4. Arrange for the recording of talks (with the speaker’s permission) and offer recordings of the day’s 
ministry. (there may be a charge)  
 

5. A prayer ministry team should be considered.  
 

6. Caterer to organise a group of helpers for serving refreshments & clearing away. 
 

7. Written notices should be prepared e.g. toilets, refreshments, crèche, etc. 
 

8. Musician/s and someone to operate PA system, make a recording & project words on screen.  
 

9. Organise flowers and/or table decorations. 
 

10. Arrange a registration table to collect money, names & contact information including emails/church 
attended so that they can be added to the mailing list if they wish, for future events. 
 

11. Have a welcome team as people arrive to hand out a Newslink, song books/sheets or programmes for 
the day. 
 

12. Arrange opening and locking up with caretaker. Check alarm settings, heating etc. 
 

13. A local Christian bookshop may be prepared to provide a bookstall. 
 

14. If a crèche is being provided, crèche leader will organise helpers, toys and activities for the children 
and a suitable room. There must always be a minimum of two crèche helpers and they must be DBS 
checked. 

 
On the day 
 
Make sure the above are happening, and also: 
 

1. Spend time praying with the Team and speaker before the start of the event. 
 

2. Ensure that someone cares for the speaker with regard to refreshments, lunch etc. 
 

3. Put up any notices required with directions or instructions. 
 

4. See the platform has the required number of chairs, hymn books if used, glasses of water, lectern, 
microphone. 
 

5. Check PA system is working. 
 

6. Check cloakrooms for cleanliness, soap, towels, spare toilet rolls. 
 

7. After the event, clear the room if required and leave tidy. Leave the venue as instructed. 
 


