CHRISTMAS EVE PLANNING BRIEF

Christmas Eve at RADIUS Church is one of our favorite nights of the year—a time when our whole family gathers to celebrate the arrival of Jesus with joy, tradition, and warmth. Each campus creates a welcoming environment filled with laughter, music, and connection, from jazz playing in the lobby and the smell of Christmas fragrance to hot chocolate and candlelight worship. Our services are designed to be simple and meaningful, blending familiar carols, Scripture, and moments that help every guest—young and old—focus on the wonder of the Gospel. Kids from birth through 4K are cared for in a safe, festive environment, while the rest of the family joins in worship together. Every detail, from decor to take-home elements, points us toward the light and hope of Christ coming into our world.
RADIUS Christmas Eve Best Practices
Throughout our history, we’ve learned a lot about what makes Christmas Eve special at RADIUS. These practices have grown out of that experience—they’re things that consistently help us create warm, meaningful moments that point people to Jesus. That said, they’re preferred, not required. Every campus looks a little different, especially our portable ones, so use what fits your space and setup while keeping the heart and mission the same.
In-Service
· Games / Trivia – A fun way to engage people as they walk into the room
· Traditional – Singable worship
· Full Band
· Candles
Lobby 
· Jazz Music
· Fragrance
· Photobooth
· Hot Chocolate
· Overflow Plan
· Take Home Element with January Hinge (provided by support staff for RADIUS Churches)
Kids
· Kids Care - Birth – 4K
· 5K and up in service




CHRISTMAS EVE TEAM ROLES & JOB DESCRIPTIONS
1. Project Point Person
Primary Responsibility:
Own the overall Christmas Eve execution for your campus—ensuring all point people are equipped, deadlines are met, and best practices are followed.
Key Tasks:
· Facilitate all Christmas Eve planning meetings.
· Coordinate with other campuses and central comms for consistency.
· Keep the shared Christmas Eve folder updated (with graphics, scripts, playlists, candle info, etc.).
· Confirm final run-through schedule, setup times, and volunteer arrival times.
· Debrief after the event to record wins and improvements for next year.

2. In-Service Point Person (Worship Experience)
Primary Responsibility:
Oversee everything that happens inside the service, ensuring a smooth and engaging Christmas Eve worship experience.
Key Tasks:
· Coordinate with Worship Lead for full-band set and traditional, singable songs.
· Organize pre-service games or trivia to engage attendees as they arrive.
· Secure candles (confirm quantity and order using the provided link).
· Ensure transitions between worship, readings, and candlelight are clear and well-rehearsed.
· Keep service flow on time and aligned with the Christmas Eve outline.
· Confirm a printed order of service and any reader scripts for volunteers.

3. Lobby Point Person
Primary Responsibility:
Create a warm, festive, and welcoming environment in the lobby that reflects RADIUS’s culture of fun, hospitality, and connection.
Key Tasks:
· Arrange jazz music (live or recorded) for atmosphere.
· Order and set up fragrance using the approved scent link.
· Coordinate photobooth area with props, lighting, and volunteer coverage.
· Organize hot chocolate station (check inventory, volunteers, and serving plan).
· Develop an overflow plan—know where extra seating will go and what guests experience there.
· Distribute take-home element with January hinge (printed and provided for all campuses).
· Ensure lobby volunteers are smiling, helpful, and ready to connect new guests to future next steps.

4. Kids Point Person
Primary Responsibility:
Lead the KidsCare experience for birth through 4K, ensuring parents can worship distraction-free while kids experience Christmas joy.
Key Tasks:
· Recruit and schedule KidsCare volunteers.
· Confirm classroom ratios and safety procedures.
· Ensure Christmas-themed crafts or activities are prepped.
· Make sure check-in stations are staffed and running smoothly.
· Communicate to parents at check-in and pickup about KidsCare age breakdowns (birth–4K only; 5K+ in service).
· Optional: Provide a special touch (Christmas music, simple treat, or photo spot for parents).

5. AV / Media Point Person
Primary Responsibility:
Support all technical and media aspects of the service—lighting, slides, sound, and livestream (if applicable).
Key Tasks:
· Test lighting scenes for candlelight portion.
· Check all slides, lyrics, and media elements prior to rehearsal.
· Ensure backup media tech is available during service.
· Help create an engaging, distraction-free worship environment through technical excellence.
· Communicate early with worship and comms teams about any special requests or timing cues.

6. Campus Comms Point Person
Primary Responsibility:
Work with central comms to oversee all communication, promotion, and signage to ensure clarity, consistency, and a warm invitation across your campus.
Key Tasks:
· Post and update Christmas Eve info in facebook group using all-RADIUS graphic with local language in the post write-up.
· Confirm signage, info cards, and QR codes link correctly to the Christmas landing page.
· Ensure Google Business and Apple Maps are current for your campus.
· Capture key photos and stories during Christmas Eve services.
· Coordinate post-event communications (follow-up email, social posts, etc.).
· 
	CHRISTMAS EVE TEAMS

	Project Point Person
	


	
	CV
	LX
	LP
	Equip

	In-Service Point Person
	NAME
	NAME
	NAME
	

	Games / Trivia
	
	
	
	Christmas Eve Folder

	Worship
	
	
	
	Send Playlist

	Candles
	
	
	
	Link to buy

	
	
	
	
	

	Lobby Point Person
	
	
	
	

	Lobby Jazz Music
	
	
	
	Live or recorded

	Fragrance
	
	
	
	Link to buy

	Photobooth
	
	
	
	

	Hot Chocolate
	
	
	
	

	Overflow Plan
	
	
	
	Examples

	Take Home w/ Hinge
	
	
	
	Will print for all

	
	
	
	
	

	Kids Point Person
	
	
	
	

	Kidscare
	
	
	
	

	
	
	
	
	

	AV Point Person
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Comms Point Person
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




COMMUNICATIONS
See yearly Comms Plan for current dates and content.


