
 

 

 
 

Rotary Club of Kingston 

Preferred Practices 

For 

 Children’s Christmas 

Party 
 

 

An important note for the users 

 
The attached Preferred Practices are written to enhance, and in some respects to standardize, various 

key activities in our club. They should be treated and used more as guidelines than as a rigid set of 

rules and regulations. In no way should independent thought and initiative be curbed as a result of 

adopting the Preferred Practices. 

 

Please remember that Preferred Practices stem from our Club’s combined experience in organizing 

activities efficiently and smoothly. If there is a doubt that a particular Preferred Practice is 

impractical, or it is non-functional due to a particular set of circumstances, please bring it to the 

attention of the person responsible for Knowledge Management or the Club President or any Board 

Member. 

 

It is emphasized that this document merely gives guidelines to committee chairs and other Rotarians, 

and neither the Rotary Club of Kingston nor the persons who have written this document will be held 

liable in any event. 
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Rotary Club of Kingston 

Club Service - Program  

Preferred Practices for the Children’s Christmas Party 

 

 

KEY FUNCTION  

 
To give the children and grandchildren of our members a Christmas party to 
remember. 
 
 

AIM OF THIS DOCUMENT 

 

There are many pieces to this puzzle. This document aims to collect them all into one 
place so none are forgotten. 
 

 

PREFERRED PRACTICES  

This event is held the Thursday just before Christmas day. Depending on whether the 
children are out of school or not, we may have either about 10 or about 20 children. 

Traditionally, we have invited the Salvation Army Band to play at this meeting. 
Contact should be made with Ron Wong in September: 531-4141 or cell 888-8630. 

A cheque needs to be written prior to the meeting (charged to the Program 
Committee) for $200 donation to the Salvation Army. 

Starting 2 or 3 weeks prior, members should be alerted to purchase and wrap gifts for 
the children they are taking to the event and place the name prominently and clearly 
on each present. See Appendix A for sample e-mail. 

Arrangements should be made for at least one spare present for a boy and a girl in 
case a child present does not have a gift.  The Southwards have done this for the 
past few years. 

Santa Claus: For several years John Boone has done the honours. The suit has been 
reserved in September at Audrey’s Costume Castle 384-3781, 699 Gardiners Road. 
The cost is about $100 and is charged to the Program Committee. Minos Village 
Restaurant has a suit that may be borrowed in a subsequent year. The suit is picked 
up the morning of and returned the afternoon of the event. 
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A helper needs to be available to help Santa dress during the meeting.  This person 
could also collect the presents brought in by members secretly, and delivered to 
Santa’s changing area. Half an hour is needed to help Santa get dressed.  (There is 
no time for lunch for either Santa or his helper: Stan Collins in 2011.) 

Santa’s Elf needs to be selected in advance to assist Santa in handing out the gifts 
from Santa’s bag.  

Meals: Arrangements need to be made with Minos to serve children’s meals: typically 
chicken fingers, fries and fountain drinks or milk.  A reduced cost needs to be 
arranged with Minos. This has been half-price in the past: $10 (2011). 

Seating: A large chair needs to be placed front and centre for our special guest.  
About 6 chairs need to be arranged in a U-shape for the band, and a table nearest 
this arrangement needs to be designated at which they can eat their meal. 

Music: Paul Van Nest has the words of both carols and children’s Christmas songs on 
a PowerPoint.  These songs need to be pre-arranged for both the words on Power-
Point and for the Salvation Army Band so they have the music ready.  A song leader 
is needed. 

Program: Because of the presence of the children, business is kept to an absolute 
minimum. When the band and most of the members have finished their first courses 
(about 1 p.m.), the band should take their place and the President should call upon 
the song leader to lead a mixture of carols and children’s Christmas songs. Santa’s 
helper needs to cue Santa just prior to “Jingle Bells”, his clue to arrive.  The song 
leader invites the children to gather on the floor in front of Santa. As Santa leaves, the 
tune could be struck up again.  The President presents the cheque to the Salvation 
Army and then closes the meeting with the invitation to sing the 3 verses of Silent 
Night, the last verse sung without the band. 

 

SOME MISTAKES TO AVOID 

 

Don’t forget any of the above. 

 

RISK MANAGEMENT 

 

Regarding a child who comes without a designated gift, ie the member forgot: 
Santa’s Elf should be told in advance to any embarrassment so the child can be 
called by name to receive one of the undesignated gifts. Program Coordinator should 
contact Ron Southward a few days prior to the program to ensure that a boy and girl 
present are available and wrapped for the above purpose.  
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This Preferred Practice is compiled by: Rotarian Paul Van Nest 

Date first written: December 2011 

 

Revised By: Paul Van Nest 

Date, 1
st
 revision: December 2012 

 

 

APPENDIX A: 

Sample email to alert members re Christmas Gifts for the children 
 

Each year we have a really warm Christmas party for the children and grandchildren of 

Rotarians on the Thursday before Christmas: 20 Dec. There are a few procedures that make it 

happen smoothly: 

1. Let Greg Fisher know if you are going and how many adult guests with you. 

greg.fisher@xplornet.ca 

2. Let Greg know how many children’s meals will be needed (ie how many children are 

going with you). 

3. Buy a gift of no more than $10 value (so there is no competition between the children), 

wrap it and clearly label it with the child’s full name. 

4. Sneak your gift(s) to Santa’s helpers near the entrance. 

5. If you forget (!!!), we will have two gifts (girl and boy) on standby (usually Ron and 

Susan Southward, who took over this task from Joe Greenwood). Speak to Santa’s 

helper when you arrive, but please don’t put us into this bind. 

As always, we’ll have the Salvation Army Band present to help with the children’s songs and 

carols. 

And remember that there is no Rotary meeting between Christmas and New Years, your only 

holiday from Rotary in the year! 

 

mailto:greg.fisher@xplornet.ca

