
National Fire Prevention Week Event Planning Kit
The Alberta Emergency Management Agency (“AEMA”) creates a yearly “Fire Prevention Week Campaign Kit” which serves as a resource for teaching the public how to be safe around the home and gives tips for how to prevent fires. The 2009 kit also provided fire departments with statistics about fires in Alberta. The Fire Prevention Week Campaign Kit can be found online at www.aema.alberta.ca under “Public Education and Awareness” and “Campaigns”. The “National Fire Prevention Week Event Planning Kit” is meant to supplement the resource prepared by the AEMA with event and marketing ideas. 

Like all other recommendations in the Recruitment and Retention Strategy, National Fire Prevention Week (“NFPW”) should adopt a two-pronged approach with initiatives on both centralized and local levels. 

Recommended Alberta Fire Chiefs’ Association Actions 
1.
 Disseminate a description of the Fire Prevention Canada or AEMA theme for NFPW to local fire departments explaining the theme and slogan and how they can incorporate it into their NFPW celebrations; 

2.
 Develop a speaking topic (or choose one from the tool: Ideas: Public Speaking Engagements) which ties into the chosen theme of NFPW and promote this speech to fire departments and municipalities across the province. Identify several individuals in locations across the province (north, south, east, and west) who could give this speech in their region; 

3. 
Plan a launch event for NFPW – this should be a publicity-generating event which draws attention to fire safety, volunteer firefighting, and the theme of NFPW; 

4. 
Create a press release for NFPW (using the tools: News Release and Media Relations, News Release, and the Sample News Release). Disseminate the news release to local fire departments (about 1 week before NFPW) and the media (during NFPW); 

5.
 If appropriate, plan professional development opportunities for Fire Chiefs and Deputy Fire Chiefs following NFPW; 

6. 
Plan an event to close NFPW – this may be the provincial-level Firefighter Service Recognition Award ceremony suggested under “Local Retention Initiative #4: Firefighter Service Recognition Awards”. Use this event to draw publicity attention to volunteer firefighting in Alberta. 

Recommended Local Fire Hall Actions 
1. 
Try to tie your local community events to the provincial National Fire Prevention Week (NFPW) theme; 

2. 
Plan at least one event for your community to participate in to celebrate NFPW. Planning should begin at least two months before NFPW. For a streamlined planning process, involve only a subset of fire department members (and include spouses where possible) through a “National Fire Prevention Week Planning Committee”. Possible events or initiatives include: 

· Demonstrate the use fire service equipment (ex/ a demonstration of the Jaws of Life); 
· Host an open house and conduct tours of the fire hall; 
· Host a community barbeque; 
· If your community has a Junior Firefighters Program, allow them to help you speak to students and other groups; 
· Have a local or regional Firefighter Service Recognition Award ceremony suggested under “Local Retention Initiative #4: Firefighter Service Recognition Awards”; 
· Place a public service announcement in the local newspaper educating the community about ways to prevent fires; 
· Hang banners around town with fire safety tips; 
· Place sandwich boards (also known as a-frames) displaying the names of volunteer firefighters and inspirational quotes on Main Street. Similarly banners with volunteer firefighter names and inspirational quotes could be wrapped around power poles around the town; 
· Speak to school groups or the town or tribal council about the importance of volunteering and the impact the department has on the community; 
· Have a thank-you breakfast, lunch, or supper for supportive employers; 
· Give supportive employers plaques, certificates, or banners showing their support of volunteer firefighting. 

3. 
Whatever event or initiative you choose to do, draw media attention to it through news releases (see tools: News Release and Media Relations, News Release, and the Sample News Release). Conduct interviews and provide photo opportunities wherever possible. 

Recommended Local Fire Hall Marketing Actions 

Okay, so you’ve spent time planning your event – but how do you get people to attend? Below are some ideas to help you market your event to your local community. 

Anytime 
· Word of mouth is by far the most effective advertising method – ask members of the fire department to tell their friends, family, neighbours, and colleagues about upcoming events; 
· If your community has a calendar (either online or sold as a fundraising tool by other organizations) add your event to the calendar;  

· Get shirts printed advertising National Fire Prevention Week in a variety of sizes. The back of the shirt could say “ask me what’s going on”. Get members of the fire department to wear these shirts around town starting as soon as event planning begins. Ensure that all members of the fire department know what will be happening and when. After National Fire Prevention Week, collect the shirts, wash them, and store them at the fire hall. 

Two weeks before 
· Utilize an information sign-up sheet at all your events (including trade shows, if applicable). The contact information (e-mail is easiest) of anyone interested in receiving more information about the fire department should be kept on file. E-mail these individuals about the fire hall’s upcoming events about two weeks before the event;
· Ask businesses if you can hang posters or place a small advertisement for the event by the cash register; 
· Advertise in the local newspaper and municipal newsletter; 
· Hang fliers in coffee shops, the post office, churches, and other public gathering places;
· Stuff mailboxes with fliers;
· Submit a brief article for the upcoming events column in the local newspaper and for public service announcements or an upcoming events section by local radio stations. 

One month before 
· Community associations are a great resource – they have the contact information of all members on hand. Ask them to send out information about your event; 
· Utilize the Chamber of Commerce, Municipal Office, and Volunteer Centre (or Family and Community Support Services office) in your community. These organizations usually have newsletters that they send out to organizations and individuals in the community. Ask them to advertise your event in their newsletter and in their offices; 
· Advertise the event after the signature line in your e-mail and on the department’s voice mail. 
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