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Planning an event

POV films showcase documentary film as

an art form and can also be used to present

information, get people interested in taking

action on an issue, provide opportunities

for people from different groups or

perspectives to exchange views and create

space for reflection. Refer to the event

planning tips in this guide to help you

create a high-quality, high-impact event. 
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befORe YOUR eVenT

Step 1:

Determine Your Objectives

POV’s Community Engagement screenings can be tai-

lored to your organization’s specific objectives. 

Ask yourself:

Have I defined my objectives? 

Set realistic objectives with your partners by thinking

about some basic questions: What do you want to hap-

pen as a result of your event? Keep in mind that some

goals are easier to accomplish than others. For example,

adding to a person’s knowledge base is easier than

changing his or her beliefs and behaviors. Being clear

about your objectives will make it easier to decide how

to structure the event (whether as a single meeting or

an ongoing project, for example), target publicity and

evaluate results. 

Possible goals include:

• encouraging dialogue around important issues that

affect your community 

• raising awareness of important world issues

• forming new organizational alliances

• making new contacts with the media and becoming a

resource they will continue to consult

• recruiting new members through increased visibility

• enhancing your educational curriculum for students,

staff and/or volunteers

• studying the art of documentary 

Does the way I am planning to structure the event 

fit my objectives? 

Do you need an outside facilitator, translator or sign lan-

guage interpreter? If your objective is to share information,

are there local experts on the topic who should be present?

How large an audience do you want? (Large groups are ap-

propriate for information exchanges, while small groups

allow for more intensive dialogue.)

Have I arranged to involve all stakeholders? 

Think about contacting other community organizations,

public officials or experts who might be good speakers. If

your group is planning to take action that will affect people

other than those present, it is especially important to give

voice to those not in the room and ensure that people are al-

lowed to speak for themselves. Ask stakeholders to identify

their objectives and determine to what extent they can be

involved.

*As POV adheres to PBS guidelines, please note that objec-

tives may not include a specific call to action around legis-

lation unless both sides are represented.

The Tower Theater in Miami, FL

Photo courtesy of Ruben Abruna
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Step 2:

sIgn UP TO HOsT an eVenT

• Register to borrow films from us at

http://amdoc.org/outreach/events

• Get approved and complete your user profile.

• Activate your account and “create an event” 

via our online application.

Step 3:

HanDle lOgIsTIcs

Decide on a date, time and location.

*Start planning your event at least one month in ad-

vance of the scheduled screening to ensure timely de-

livery of the film and other appropriate materials. If you

do not receive the film you requested one week prior

to your event, notify us at events@pov.org.

Your location should

• be reserved for the duration of the film, if not longer

• be large enough to accommodate all attendees

• have proper A/V equipment

Ask yourself:

If the group is large, are there plans to break into small

groups or partners? Or should attendance be limited?

Is the event being held in a space where all participants

will feel comfortable? 

Is the space wheelchair accessible? Is it in a part of town

that’s easy to reach by various kinds of transportation? If

you are bringing together different constituencies, is the

space in neutral territory? Does the physical configuration

allow for the kind of discussion you hope to have?

Will the way that the room is set up help you meet your

objectives? 

Is the room comfortable? Will everyone be able to see the

screen easily and hear the film? If you intend to have a dis-

cussion, will people be able to see one another? Are there

spaces appropriate for small breakout groups?

Have I scheduled time to plan for action?

Planning next steps can help people leave the room feeling

energized and optimistic, even if the discussion has been dif-

ficult. Action steps are especially important for people who

already have a good deal of experience talking about the is-

sues on the table. For those who are new to the issues, just

engaging in public discussion serves as an action step.

Let us know if you change any of your plans by contacting

us at events@pov.org

Photo courtesy of Anne del Castillo



Step 4:

PReVIeW THe fIlm 

• All films are screened before they are mailed, but we

strongly advise you to watch the film on the

equipment you will be using the day of your event.

• If you have any problems with the copy of the film you

are sent, email us at events@pov.org and we will work

with you to resolve the issue.

Step 5:

cHOOse a facIlITaTOR anD/OR sPeakeRs

• If you are bringing together different segments of your

community, we strongly recommend using an

experienced facilitator. 

• If you need to find someone else to facilitate, some

university professors, human resource professionals,

clergy and youth leaders may be specially trained in

facilitation. In addition to these local resources, groups

such as the National Conference for Community and

Justice and the National Association for Community

Mediation may be able to provide or help you locate

skilled facilitators.

• It is best to choose people who are familiar with the

issues and can create a friendly environment for open

discussion and generate meaningful dialogue about the

issues raised by the film.

• To help your facilitators, we have free downloadable

discussion guides available for all of our films at

www.pbs.org/pov.

• Email or send your facilitators the Facilitation Tips

(page 9). 
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Step 6:

DO meDIa OUTReacH

• Send us a completed Media Contact list (page 11) and

your press release as soon as you have established

your press contacts.

• Our Communications Department must approve

your contacts to ensure there is no overlap

between our outreach efforts and yours.

• Please note that all materials must include the POV

logo and phrase: 

“This event is a collaboration with POV, the award-

winning independent nonfiction film series on PBS

(www.pbs.org/pov).”

• Prepare press kits for distribution on the night of your

event.

• Mail press kits to media contacts who cannot

attend.

• The kits should include:

• a press release (you can adapt the POV

version available in our online Pressroom:

http://www.amdoc.org/pressroom.php)

• a flyer adapted to your event (you can

contact us at events@pov.org for a template)

• general information about your organization 

• Ask reporters to attend your event or review the film.

• Pitch the value of this unique screening and the

importance of encouraging dialogue around

contemporary social issues.

• If reporters cannot attend and would like to obtain

a copy of the program for review, they should

contact POV’s Communications Department at

(212) 989-8121 x331.

• If local broadcast information (day and time) is

available, encourage reporters to include it in their

stories so others can tune into the program.

• Use social networking sites to advertise your event.

• Post on Facebook and share on our Wall

(www.facebook.com/povdocs)

• Tweet about your event and let us know

@povdocs 
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DURIng YOUR eVenT

Step 7:

HanDle ceRTaIn Tasks On THe DaY 

Of THe eVenT

• Confirm facilities.

• Make sure all A/V equipment is working properly.

• Go over discussion points with your facilitator.

• Take pictures during your event – send us copies if you

like!

• If you are expecting a large audience, plan to break

participants into groups for discussion following

the screening of the film.

• Pass around a sign-up sheet at the beginning.

• Pass out Audience Evaluations at the end.

• Reserve the last half hour of your meeting to strategize

about follow-up activities.

• Announce the local broadcast date (if applicable) and

pass around flyers encouraging audience responses to

the film and ensuring that audience members know

how to purchase the film.

• Inform audience members that they can continue the

dialogue after the event by posting comments on the

POV blog at www.pbs.org/pov/blog or sending email

to pbs@pov.org.

The camden 28 screening

Photo courtesy of Anthony Giacchino
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afTeR YOUR eVenT

Step 8:

WRaP UP

• Mail the film and completed audience evaluations to: 

POV, attn: community engagement, 32 broadway,

14th floor, new York, nY 10004.

• Log back in at www.amdoc.org/outreach/events/ and

fill out your event coordinator evaluation (click on “edit

evaluation”).

• Post your event photos to our Flickr photostream

(povdocs) 
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TIPS FOR FACILITATORS

Controversial topics often make for excellent discussions.

But by their very nature, those same topics can also give rise

to deep emotions and the expression of strongly held be-

liefs. As a facilitator, you can create an atmosphere in which

people feel safe, encouraged and respected, making it more

likely that they will be willing to share their ideas openly and

honestly. Here’s how:

Preparing Yourself:

Identify your own hot-button issues. 

View the film before the event and give yourself time to re-

flect so you aren’t dealing with raw emotions at the same

time that you are trying to facilitate a discussion.

Be knowledgeable.

You don’t need to be an expert on the issues, but knowing

the basics can help you keep a discussion on track and gen-

tly correct misstatements of fact. Download the discussion

guides for the film and review the “Background Information”

section, you may want to take a look at the websites and ar-

ticles suggested in the “Resources” section.

Be clear about your role. 

You may find yourself taking on several roles for a single

event, including host, organizer — even projectionist. If you

are also planning to serve as facilitator, be sure that you can

focus on that responsibility and avoid distractions during the
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discussion. Keep in mind that being a facilitator is not the

same as being a teacher. A teacher’s job is to convey specific

information. In contrast, a facilitator remains neutral, helping

to move the discussion along without imposing his or her

views on the dialogue. 

know your group. 

Issues can play out very differently for different groups of

people. Is your group new to the issue or have the members

of the group dealt with it before? Factors like geography,

age, race, religion and socioeconomic class all can have an

impact on comfort levels, speaking styles and prior knowl-

edge. Take care not to assume that all members of a partic-

ular group share the same point-of-view. 

Preparing the group:

consider how well group members know one another.

If you are bringing together people who have never met, you

may want to devote some time to introductions at the be-

ginning of the event. 

agree to ground rules regarding language. 

Involve the group in establishing some basic rules to ensure

respect and aid clarity. Typically, such rules include pro-

hibiting yelling and the use of slurs, as well as asking partic-

ipants to speak in the first person (“I think . . .”) rather than

generalizing for others (“Everyone knows that . . .”). 

Try to give everyone an opportunity to be heard.

Be clear about how people will take turns or indicate that

they want to speak. Plan a strategy for preventing one or

two people from dominating the discussion. 

Talk about the difference between dialogue and debate. 

In a debate, participants try to convince others that they are

right. In a dialogue, participants try to understand one an-

other and expand their thinking by sharing viewpoints and

listening actively. Remind people that they are engaged in a

dialogue. This will be especially important in preventing a

discussion from dissolving into a repetitive, rhetorical, polit-

ical or religious debate. 

encourage active listening.

Ask the group to think of the event as being about listening

as well as discussing. Participants can be encouraged to lis-

ten for things that challenge as well as reinforce their own

ideas. You may also consider asking people to practice for-

mal “active listening,” in which participants listen without in-

terrupting the speaker, then rephrase what was said to make

sure they have heard it correctly. 

Remind participants that everyone sees through the lens

of his or her own experience. 

Who we are influences how we interpret what we see. Every-

one in the group may have a different view about the con-

tent and meaning of the film they have just seen, and each

of them may be accurate. It can help people understand one

another’s perspectives if in addition to sharing their views,

speakers identify the evidence on which they base their

opinions.

Take care of yourself and group members.

If the intensity level rises, pause to let everyone take a deep

breath. You might also consider providing a safe space for

participants to “vent,” perhaps with a partner or in a small

group of familiar faces. If you anticipate that your topic may

upset people, be prepared to refer them to local support

agencies or have local professionals present. Think carefully

about what you ask people to share publicly, and explain

things like confidentiality and whether or not press will be

present. 
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media contact list for submission to POV

MEMORANDUM VIA FAX

Please submit a list of local print, radio and TV media outlets that you would like to contact about your local event before

you alert them. Fax your list to (212) 989-8230. We will respond within 48 hours if there is a problem with one of the out-

lets (we will not be pitching stories to very many local media outlets, so in most cases you will be told you can pursue all

the contacts on your list). 

TO: Eliza Licht fROm:

faX: (212) 989-8230 ORganIZaTIOn:

PHOne: (212) 989-8121 faX:

DaTe: PHOne:

bRIef DescRIPTIOn Of lOcal acTIVITY:

PRInT, TV, anD RaDIO OUTleTs I WOUlD lIke TO cOnTacT:

Outlet name Reporter/producer 

name and title

Phone or email Pitching strategy/angle
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HOW TO bUY THe fIlm

Produced by American Documentary, Inc.

and beginning its 23rd season on PBS in

2010, the award-winning POV series is the

longest-running showcase on American television to feature the

work of today’s best independent documentary filmmakers. Air-

ing June through September, with primetime specials during the

year, POV has brought more than 300 acclaimed documentaries

to millions nationwide and has a Webby Award-winning online

series, POV's Borders. Since 1988, POV has pioneered the art of

presentation and outreach using independent nonfiction media

to build new communities in conversation about today's most

pressing social issues. More information is available at

www.pbs.org/pov.

POV Interactive www.pbs.org/pov

POV’s award-winning Web department produces special fea-

tures for every POV presentation, extending the life of our films

through filmmaker interviews, story updates, podcasts, stream-

ing video and community-based and educational content that

involves viewers in activities and feedback. POV Interactive also

produces our Web-only showcase for interactive storytelling,

POV’s Borders. In addition, the POV Blog is a gathering place for

documentary fans and filmmakers to discuss and debate their

favorite films, get the latest news and link to further resources.

The POV website, blog and film archives form a unique and ex-

tensive online resource for documentary storytelling. 

POV Community Engagement and Education 

POV works with local PBS stations, educators and community

organizations to present free screenings and discussion events

to inspire and engage communities in vital conversations about

our world. As a leading provider of quality nonfiction program-

ming for use in public life, POV offers an extensive menu of re-

sources, including free discussion guides and curriculum-based

lesson plans. In addition, POV’s Youth Views works with youth

organizers and students to provide them with resources and

training so they may use independent documentaries as a cata-

lyst for social change.

Major funding for POV is provided by PBS, The John D. and

Catherine T. MacArthur Foundation, National Endowment for

the Arts, The Educational Foundation of America, New York

State Council on the Arts, New York City Department of Cultural

Affairs, The Fledgling Fund, FACT and public television viewers.

Funding for POV's Diverse Voices Project is provided by the

Corporation for Public Broadcasting, The Andy Warhol Foun-

dation for the Visual Arts, and the Rockefeller Brothers Fund.

Special support provided by the Academy of Motion Picture

Arts and Sciences. POV is presented by a consortium of public

television stations, including KCET Los Angeles, WGBH Boston

and THIRTEEN in association with WNET.ORG. 

American Documentary, Inc.  www.amdoc.org

American Documentary, Inc. (AmDoc) is a multimedia company

dedicated to creating, identifying and presenting contemporary

stories that express opinions and perspectives rarely featured in

mainstream media outlets. AmDoc is a catalyst for public

 culture, developing collaborative strategic engagement activi-

ties around socially relevant content on television, online and in

community settings. These activities are designed to trigger

 action, from dialogue and feedback to educational opportuni-

ties and community participation. Simon Kilmurry is executive

director of American Documentary | POV; Cynthia Lopez is

 executive vice president.

The See it On PBS logo is a trademark of the Public Broadcasting Service and is used with permission. All rights reserved.

Front cover: 

Off and Running (main photo)

Photo courtesy of the Klein-Cloud family

(right insert) The Red Rooster Coffee House in Aberdeen, SD 

offers a screening of Food, Inc screening

Photo courtesy of POV/AmDoc

William kuntsler: Disturbing the Universe (top insert)

Photo courtesy of David Fenton
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