Open House Check List

· Host a team meeting (6 weeks before desired event date):
· Ask for volunteers to participate in the open house
· Set a time and date that works for most staff to attend
· Assign a role (choose from items below) and duties to staff 
· Establish a timeline for the event with meetings to check-in on progress of each item

· Form guest list and design invitations (5 weeks before event): 
· Create an email and print invitation to deliver
· Should include the who, what, when and why, along with map of location
· Designed, approved, printed, delivered to guests
· Confirm one or two patients to speak about their kidney disease journey and DCI experience
· Create a guest list: Who is invited? Is this for professionals and government officials only? Is it open to patients and the entire community?
· Keep a list of who is confirmed; send follow-up reminder week-of event

· Write press release (4 weeks before event): 
· Communicate details about the open house to Public Information team
· Ask the nurse manager or area operations director for a quote about the clinic or event, email it to Public Information
· Ask the medical director to provide a quote, email it to Public Information
· Email a photo of the clinic staff to Public Information
· Identify 2-3 news outlets in your area for Public Information to send the press release

· Schedule for DCI decorations and goodies to be delivered (4 weeks before event):
· Contact Public Information at information@dciinc.org at least four weeks in advance to obtain necessary supplies from corporate:
· Banners
· DCI balloons
· Table cloth (see “Employee Resources” on www.dciinc.org/) 
· DCI notecards for thank you cards
· Contact Area Operations Director at least four weeks in advance to order giveaway goodies from shop.dciinc.org 


· Schedule food and drink options (3 weeks before event):
· Decide what snacks or appetizers will be at the event; SET a budget
· Work with your dietitian to make appropriate kidney-friendly food selections and use this as an educational opportunity 
· Fruit and veggie platters along with dips and finger sandwiches work well. (Sam’s Club or Costco has good deals)
· Designate someone to pick up or be in charge of delivery of food the day of event


· OPTIONAL: Preparing for a ribbon cutting ceremony (2 weeks before event): 
· If the mayor, chamber or any public official is in attendance, they should be a part of this ceremony. It is a great photo op. Do it in front of the new sign outside (weather permitting) or in an area that is a good backdrop for a photo.
· [bookmark: _GoBack]Purchase XL scissors and red ribbon from most party stores, craft stores, and trophy stores (always a good idea to call and check first)
· Check with the Chamber of Commerce regarding the ribbon and scissors. If they are attending, they usually bring the supplies.
· Schedule the Ribbon Cutting for 30 minutes after the Open House begins (this allows time if anyone is running late).
· After the ribbon cutting and photos, someone (administrator or MD) should thank everyone for coming, deliver quick 1-minute speech. 

· Finalize preparations within the clinic space (2-1 week before event): 
· Stage the clinic
· Deep clean, organize, wash and prepare for public
· Make sure it looks and smells good; update bulletin boards and use air fresheners
· Each DCI employee has memorized talking points about their job, the facility, and DCI’s mission
· The administrator or MD has a speech prepared
· Designate one person to take pictures during the event – especially if any city officials attend.
· If a DCI patient is photographed, be sure to have him or her sign the DCI consent/authorization. 
· Prepare a sign-in sheet for guests to write their name, phone number, email address. This will allow you to follow up with anyone who expresses an interest in the facility. 
· Prepare a door prize

· After the Open House: 
· The day after the open house, send a "Thank You" email or note to the Chamber, mayor, reporters, or any others who attended the open house. Include a link to your microsite on www.dciinc.org (See sample) 
· Send photos to DCI Public Information at information@dciinc.org to be added to the clinic microsite and a social media post about the event. 
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