Advice in arranging an Official Opening Ceremony following a School Building Project

Points to consider when arranging an official opening ceremony following a new school building project or significant extension/refurbishment: - 

· Set and agree the date – suggest 8 week notice (minimum).

· Agree who is to perform the opening ceremony.

Normal protocol at a Church of England school in the Diocese of Salisbury is for your area Bishop to be invited to perform the opening ceremony. Contact details for the 2 area Bishops are:
· Bishop of Sherborne’s Office:  The Sherborne Area Office, St Nicholas’ Church Centre, 30 Wareham Road, Corfe Mullen, Dorset BH21 3LE.  Tel:  01202 659427

Email : gsherborne@salisbury.anglican.org 
· Bishop of Ramsbury’s Office:  Church House, 99 Crane Street, Salisbury SP1 2QB.  Tel: 01722 438662 Email : ramsbury.office@salisbury.anglican.org  
· Prepare the guest list. Outside the immediate school community (staff, parents, PTA, governors, local clergy, etc), this should include;

· Director of Diocesan Board of Education (Joy Tubbs)

· Local County Councillor.

· Local District Councillor.

· Representative of the Parish Council.

· Other local dignitaries.

· ‘Influential friends’ of the school.

· Other local churches’ representatives.

· Project Consultants; Architect/Surveyor, Structural Engineer, Services Engineer, etc.
· Contractor’s team; Managing Director, Contracts Manager, Site Manager, etc.
· Diocesan Support Team; Buildings & Finance team, Schools Advisers
· Local Authority Support Team; Education Officers, etc.
· Send invitations (possibly also with a map, details of parking arrangements, etc).

· Send background information to person performing the official opening ceremony;

· Name of School’s Chair of Governing Body and Headteacher.

· Background information regarding project.

· Draft guest list.

· Draft programme.

· Location map and directions with details of parking arrangements.

· Organise a plaque (if appropriate).

Arrange press release (contact the LA press/communications office).  Note: a morning / early afternoon ceremony will ensure maximum benefit from press coverage.
· Refreshments
· Have a bowl of water and a sprig of rosemary available for the Bishop to use for the blessing. 
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