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A NIGHT IN BETHLEHEM AT A GLANCE
Here’s a quick look at what families and attendees will experience when 
they visit NIB:

The City Gates (Registration)
Sign in! Families or groups will give you their contact information as they 
register (for great follow-up!), and you’ll give each person a Traveler’s Tote 
for the keepsakes he or she collects. 

The Village Photographer
Here you’ll take photos of each incoming family or group. These photos 
provide the perfect reason to collect contact information. (Use the 
mailable Follow-Up Foto Frames to invite them back to your church, or 
email the photos.)

A Night in Bethlehem Marketplace 
Kids and their families will experience the most amazing and thought-
provoking Christmas journey ever as they travel through the stations at 
NIB. Families will move together from station to station in the Bethlehem 
marketplace in any sequence. Attendees will get the chance to visit:

• Bethlehem Bakery where they’ll taste delicious bread from 
the time of Jesus’ birth.

• Metal Shop where they’ll create one-of-a-kind nameplates.

• Carpentry Shop where everyone gets a chance to work with 
wood—just like Joseph the carpenter!
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• Scribe’s Tent where they’ll try their hands at writing 
Jesus’ name using a stylus and ink. They’ll tuck small 
papers with Jesus’ name into special Scripture Keepers. 

• Pottery Shed where they’ll mold and shape their own pots. 

• Painter’s Hut where participants will paint keepsake 
ornaments they’ll keep for years as a reminder of this 
special night. 

• The Stable where families hear from Mary and Joseph 
about the events surrounding Jesus’ birth.

A NIGHT IN BETHLEHEM STEP BY STEP
Here’s a step-by-step look at what you’ll do as Director of NIB: 

Step 1: Check out the items in your Starter Kit.
• Director Manual gives you everything you need to 

know to make your NIB a success!

• Setup Guide makes setup easy for the leader in charge.

• Experience Guide shows the leader exactly what 
happens in each station.

• Outreach Guide helps that leader spread the word 
about this fun event.

Tip
A Night in Bethlehem 
participant items will 
be available through 
December 31, 2021. To 
ensure availability, we 
recommend you order 
your supplies early.
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• A Night in Bethlehem Music & Sound Effects CD 
provides just the right background atmosphere to make the 
marketplace sound and feel authentic. Plus, it’s reproducible!

• A Night in Bethlehem Graphics & Other Goodies CD 
overflows with high-quality forms, signs, and editable publicity 
materials for attention-grabbing ways to invite your entire 
community. Everything on this disc is reproducible.

• A Night in Bethlehem Decorating & Promo DVD has 
a commercial you can show to your church and a decorating 
segment to help walk you through setting the atmosphere for A 
Night in Bethlehem—along with training for your whole team. 

Your kit also includes various samples of or information about these 
exciting outreach tools and station items:

• Traveler’s Tote—Guests can keep their take-aways all in one 
place with these handy bags. (Sample included.)

• Terra-Cotta Clay—With this clay, guest create pots and 
bowls. (Sample included.)

• Scripture Keeper—Guests place small papers with Jesus’ 
name in these fun bottles. (Sample included.)

• Metallic Nameplate Kit—Guests create fun nameplates 
they can take home. (Sample included.)

• Christmas Keepsake Ornament—Guests paint these 
beautiful ornaments to treasure for years. (Sample included.)

• Follow-Up Foto Frame—Use these handy frames to send 
pictures to families who attend your event. (Sample included.)

• Bible Memory Makers—These wooden coins will help kids 
remember Scripture truths. (Sample included.)

• Decorating and publicity items.
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Step 2: Choose your A Night in Bethlehem Leaders.
You’ll choose these key people for your NIB Leadership Team: Outreach 
Leader, Setup Leader, and Experience Leader—and perhaps more if any 
of these three roles are shared. The chart later in this guide describes each 
Leader’s responsibilities. Take care to invite those who you know will follow 
through on their commitments and who can manage people and tasks. Give 
each Leader the appropriate Leader Guide included in this box.

Step 3: Be there to help.
As NIB Director, you have important things to accomplish from now 
through your event. 

• Create a budget. Your NIB Leaders need to know how 
much they can spend to decorate, create experiences, and 
purchase supplies. You’re in charge of the budget, so talk with 
your church leaders about money that’s available from an 
outreach budget and/or children’s and family ministries. 

• Keep your NIB Leaders on task. Regularly check the 
Director’s Planning Timeline found later in this guide to 
see what needs to be accomplished and by whom, and 
communicate often with your NIB Leaders.

• Support in recruitment and publicity. Each NIB Leader 
is responsible for staffing his or her area, but you’ll offer 
support and take the lead for creating awareness about NIB 
within the church. A complete recruitment plan is outlined 
later in this guide. 

• Pray. Regularly pray for the attendees God will draw to NIB, 
the volunteers who’ll serve at your event, and your NIB 
Leaders. Pray also for your church. As God brings new families 
into your church through NIB, are people ready to welcome 
them? Ask God to prepare the hearts of all those involved in 
this important outreach.
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Step 4: Train your volunteers.
• First, train your Leaders. Have a meeting with your three 

key Leaders. We’ve included eight recruiting steps later in 
this guide. Go over these with your Leaders, and they’ll be 
equipped to get the best volunteers for the event.

• Then train everyone. On the Decorating & Promo DVD, 
we’ve included a training video. Gather all volunteers for a 
short meeting where you show this video, quickly go over the 
entire scope of the event, and answer any questions people 
might have. 

We’ve included both of these steps in your Director’s Planning Timeline 
later in this guide. 

Step 5: Attend the event!
Everything you’ve done to organize, train, and motivate has led to the 
moment wide-eyed children and their parents walk through the doors. 
So enjoy!

• Before the event—Meet with your NIB Leaders one hour 
before the event to review details. Encourage all NIB team 
members to be ready at their stations 30 minutes early to 
make sure everything’s ready to go. Then, just before the 
doors open, share a brief message to remind everyone about 
the ultimate purpose of NIB: giving families and first-time 
attendees an amazing experience that reveals the true message 
of Jesus’ birth and what it means for the world.

 You’ll find a Six-Minute Pep Talk later in this guide. Use it as 
written or adapt it—it’s up to you!

• During the event—Keep an eye on what’s working well, 
what could use tweaking, and how team members are doing 
with their assigned tasks. Welcome attendees and engage them 
in conversation. And have fun!
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• After the event—Lead the whole NIB team in a cheer to 
celebrate a job well done! Then do an immediate evaluation 
of the event with your NIB Leaders and volunteers so you 
can make next year’s Christmas event even better. You’ll find 
evaluation forms on the A Night in Bethlehem Graphics & 
Other Goodies CD.

 While your Setup Leader organizes and stores supplies, 
provide guidance about what’s worth saving. As budget 
manager, you’ll know.

Step 6: Remember to say thank you!
You couldn’t have done it without your team, so let them know! How you 
go about saying thank you goes a long way toward motivating volunteers 
to help with your next event.

In one of the following ways, remind your NIB Leaders and volunteers of 
what a great time they had at NIB and their impact on the event. 

Say it with pictures. Snap a shot of each volunteer serving in his or her 
role, and email it to the person with a quick note of appreciation, or print 
a copy and present it in person or drop it in the mail.

Say it with a fun surprise. Give each volunteer his or her own Christmas 
Keepsake Ornament so volunteers will always remember this night.  

Say it on Sunday. The Sunday following NIB, arrange with your pastor 
for volunteers to stand and be recognized. Do this directly after presenting 
a media presentation of NIB highlights.

Say it from the heart. Truly, you couldn’t have done it without your 
team of helpful, caring, motivated, family-loving volunteers. Thank them 
personally and sincerely—especially your three main NIB Leaders.
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NIB DIRECTOR 
(That’s you!)

• Recruits the three key  
NIB Leaders

• Coordinates efforts 

• Creates the budget 

• Serves as the primary  
contact person

• Orders NIB items  
from group.com

OUTREACH LEADER
• Recruits the Outreach 

volunteers, including  
Parking Patrol

• Responsible for publicity

• Responsible for event 
registration and Village 
Photographer’s photo booth

• Leads after-event follow-up

SETUP LEADER
• Recruits the Setup volunteers 

• Responsible for designing and 
decorating the event 

• Responsible for purchasing and 
organizing decorations 

• Responsible for setting up every 
station experience 

• Manages setup and tear down of 
decorations and stations

• Oversees selection and storage 
of reusable materials for next 
year’s event

EXPERIENCE LEADER
• Coordinates station experiences

• Recruits volunteers to serve  
as Shopkeepers and support 
volunteers

• Make copies of each station 
and hands them out to station 
volunteers

Leadership 
Team


