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PLANNING AN EXPLORER SUNDAY PROGRAM 
 
We are so excited that you’ve decided to host an Explorer Sunday Program as part of the 2015 

Philadelphia Science Festival (PSF)!  Here's a short guide for what you should be thinking about while 

planning your event, the materials you might need, and tips for running a successful program.  

 
PRIOR TO YOUR EVENT 
By now, you’ve already submitted your ideas and approved your copy for the Program Guide and 

website, so you probably have a good idea of what your event will entail. We’ve highlighted a few areas 

where you might want to turn your focus.  

 
STAFFING 
Make sure you have engaged more than enough support staff for your anticipated crowd! The 

Philadelphia Science Festival will provide one volunteer to help with way finding, crowd control and event 

evaluation. If you anticipate a need for more support, please let someone at PSF know immediately, and 

every attempt will be made to honor your request. Additionally, PSF staff will make every effort to assign 

a specially trained staff person to assist on the day of your event. These volunteers are available to 

support you and will aim to help your event run as smoothly as possible.  

 
LOGISTICS & EVENT SET-UP 
Although attendance at Explorer Programs varies widely, try to anticipate crowd flow prior to the start of 

your event. Think about where to position any hands-on activities as well as where you’ll need to place 

directional signs (for bathrooms, parking, etc.). Consider using volunteers and support staff as way-finders 

to ensure that participants have access to everything happening on site.  Locate the tables and chairs that 

you will need, trash cans, and if your event is taking place outside, maybe a few large rocks to prevent 

papers from flying away. Additionally, make sure you prepare any copies for activities. PSF directional 

signage templates are available for download on the Partner Portal 

(http://www.philasciencefestival.org/my-account).  

If you are using a venue that is not your own, anticipate the basic building functions: 

 Do you know how to turn on/off the lights? 

 Do you know who has a key to the facility and how you will gain access on the day of the event? 

 Do you know how to unlock the bathrooms? Turn on the water? 

 Do you know where to locate the closest electrical outlet in the event that an astronomer needs 
one? 

Take some time to consider how attendees will know what is taking place on the day of your event. If you 

are planning tours, walks or talks, will there be a central meeting place? How will participants know they 

are in the right place? PSF Staff is happy to provide signage to help with event flow or to problem solve 

event logistics issues just like this. Contact Ellen Trappey (etrappey@fi.edu) for assistance! 

http://www.philasciencefestival.org/my-account
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PUBLICITY & MARKETING 
Marketing is the key to a successful turnout for any event. The Philadelphia Science Festival’s PR Team, Devine & 

Partners, want to help promote your event, but they need more information from you. Please fill out this 

information form to give them more information about what makes your event special!!! 

The Philadelphia Science Festival will provide event flyers to help promote your event. Please visit the Partner 

Portal to order event specific flyers and other PSF promotional materials! 

Although Devine & Partners will help to promote your event, no one knows your audience better than you. Please 

be sure to distribute any promotional pieces early and often promote your event via social media channels (use 

#GetNerdyPHL)! 

 
ON THE DAY OF YOUR EVENT 
 
DON’T FORGET TO:  

 Get there early—at least 1.5 hours before participants will arrive. This should give you plenty of 
time to complete set-up for the event.  

 Set up any tables, chairs, trash receptacles, and any activity materials needed.  

 Make sure bathrooms are unlocked, and that water is turned on and ready for use. 

 Put out any way finding signs or station volunteers to help with attendee direction. 

 Set up materials for distribution. If you are in an outside venue, be sure to prevent them from 
flying away. 

 Once volunteers and staff are onsite, brief them on job assignments and answer any questions they 
have regarding tasks.  

 Have fun! Your attendees are going to be so excited about science thanks to your hard work. 
Enjoy it!  
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