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Welcome to Keepsake Christmas!

Thanks for serving as the Director of Keepsake Christmas: Making 
Memories at the Manger. As Director, you’re going to make this 

Christmas program happen for your attendees—and you’ll have a lot 
of fun, too.

Families who visit Keepsake Christmas will experience an engaging, 
one-hour program. They’ll hear a dramatic retelling of the Christmas 
story from Keepsake Cast Members onstage and create their very 
own Keepsake nativity scenes to cherish for years to come. 
Kids and families will feel right at home in your cozy Christmas 
environment thanks to the warm greeting they receive from your 
team. Your volunteers will do more than help families have fun; 
they’ll also share the treasure of Jesus’ love.
Get ready for lots of memory making, conversation, and Christmas 
cheer that’s sure to make this family event merry and bright!
Ready to get started? Here we go!
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Keepsake Christmas at a Glance

Here’s a quick look at what kids and their families will experience 
at Keepsake Christmas.

Welcome and Registration
Here families are greeted, get registered, and receive name tags. 
Then volunteers help them locate a table where they’ll meet their 
Keepsake Coach and sit together with another family or two. 

Fireside Photos
Prior to the program’s start, families conspire by a DIY fireplace 
where a photographer will capture a Keepsake family photo. 

Let the Show Begin! 
Each family gathers at a table and then meets their host, the 
Keepsake Conductor, who guides the program and introduces Mary, 
Joseph, and the Angel. These nativity friends share memories from 
the first Christmas and inspire families to create their very own 
Keepsake nativity scenes. 



Keep in Mind
Will families actually talk? 
Sure they will! And each 
table’s Keepsake Coach 
will help get them started 
and keep the conversation 
moving along.
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Overview

Along the way, Cast Members invite families to consider and share 
their own family memories. Families will…
❆ meet Mary and hear about the journey to Bethlehem; then 

reminisce about their own family trips. 
❆ meet Joseph and envision Jesus’ birth in a stable; then remember 

how their family prepared for and celebrated new arrivals. 
❆ discover what Jesus’ name means; then share stories about 

their names. 
❆ meet the Angel that shared the good news of Jesus’ birth with the 

shepherds; then recall times their family received good news. 
❆ realize that Jesus is a keepsake to treasure, not just at Christmas 

but every day!

Tasty Christmas Treats 
Don’t forget the Christmas cookies! Before going home, families will 
enjoy yummy Christmas cookies and hot chocolate at the end of 
Keepsake Christmas.
Ready to dive in? First, let's cover the what, where, and who you need 
to make Keepsake Christmas an event to remember! 
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Overview
What, Where, Who
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What you'll need:

Keepsake Leader and Program 
Resources

Check out the items in your Starter Kit:
•  Director Guide gives you everything you need to know to make 

your event a success. (You’re reading it now!)
•  Setup Guide provides space layout and decorating ideas and 

makes event setup easy.
•  Experience Guide contains scripts for volunteers onstage and at 

tables, lists of nativity-making supplies, and tips for really bringing 
the Christmas story to life.

•  Outreach & Hospitality Guide offers ideas and advice for 
spreading the word about the event and welcoming families 
who come. 

• The Keepsake Christmas Media Pack includes three discs:
❆ Keepsake Christmas Media DVD provides 

❆   a Promo Video to get everyone excited about 
Keepsake Christmas

❆  a Decorating Video to inspire your Setup Team
❆   an interactive five-minute Countdown Video to engage 

early arrivers
❆   four lyric music videos for families to sing along with 

throughout the program 
❆ Keepsake Christmas Graphics & Other Goodies disc contains

❆   the Master Supply List, planning timelines, volunteer role 
descriptions, and more resources to help make your job easy

❆   the Keepsake Christmas script to print and email to your 
Cast Members

❆   reproducible high-quality forms, signs, and editable 
publicity materials

❆ The Keepsake Christmas Music CD features
❆   the four Christmas carols you’ll sing at Keepsake Christmas
❆   instrumental music to set a festive atmosphere while 

families create
 ❆  Plus! The media pack includes a download code for accessing 

digital versions of the Promo Video, Countdown Video, lyric 
music videos, and leader guides.
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Keep in Mind

Memory Keepers contain 
four Advent devotions for 
families to use at home. 
These little books fit right 
inside the Make-a-Manger 
boxes and can be used for 
four weeks or four days 
leading up to Christmas 
year after year. Keepsake 
Coaches will give one to 
each family at the end of 
Keepsake Christmas.

We’ve also gathered some 
quick and easy decorating 
items that are available at 
group.com. We’ve outlined 
decorating ideas in the 
Setup Guide, and decorating 
resources are included on 
the order form in your kit.
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Your kit also includes various samples of these Keepsake 
Christmas items for use during the program. 
•  Make-a-Manger Set—Young and old alike will use 

these sets to create their very own Keepsake nativity 
scenes. Each set includes the “stable” box; three 
large and one small wooden pegs (to make Mary, 
Joseph, Jesus, and an Angel); and sheep, star, and 
manger cutouts. 

•  Nativity Friends Design Pack—We’ve made it easy to design each 
nativity friend in the set using a variety of colors, fabrics, chenille 
wire, and rope. Add families’ imaginations and the Keepsake 
nativity scenes will be complete!

•  Memory Keeper—Make family memories at home as families 
reflect on four Advent devotions and chronicle Christmas 
memories. Give one to each family that attends 
Keepsake Christmas. 

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

That’s the basics, but you’ll find a Master Supply List on the Graphics 
& Other Goodies disc in your Keepsake Christmas kit. 



Keep in Mind
Remember to watch the 
“Keepsake Christmas 
Decorating Video” on the 
Media DVD in the Keepsake 
Christmas kit. The video 
segment provides extra tips, 
how-to’s, and ideas that 
aren’t covered in this book. 

Keep in Mind
When designing your 
Welcome area, designate 
one table for preregistered 
guests. Since you’ll 
already have their contact 
information, that line 
will move along quickly. 
Placing registration forms 
on clipboards will allow 
walk-in guests to complete 
forms while they’re in 
line. The Outreach & 
Hospitality Guide contains 
more tips and ideas for 
welcoming families.
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Where to have it:

The Perfect Space for 
Keepsake Christmas

Keepsake Christmas is an interactive program that happens in 
one large room. Setup is simple! You just need a stage where 

Keepsake Cast Members bring the Christmas story to life and 
tables where families create what they see onstage. You’ll also need 
welcome, family photo, and refreshment areas. 

Choosing Your Location
Keepsake Christmas works best in a fellowship hall or multipurpose 
room with lots of space for tables and chairs. 
• If your space doesn’t have a stage, you’ll need to designate a front 

of the room and perhaps build a small stage to elevate the nativity 
so everyone can see. 

• Be sure to assess sound system capabilities in your multipurpose 
space and arrange for a portable one to be set up if necessary. 

Thinking Ahead
Most guests arrive when the doors open or soon thereafter. Set up 
your Welcome area in an open space that accommodates multiple 
lines to help families move through the process quickly. 
If you’ve hosted similar events in the past, expect growth. Learn 
from your previous events, and plan for more families than before. 
If you’ve never hosted an event like this, think big! It’s better to have 
too many seats and supplies than not enough. Preregistration may 
help, too. See the registration section later in this guide.
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Stage Stage

Arranging Your Space
Since families sit together at tables for the duration of the event, set 
up so that no matter where they sit, kids and families can easily see 
the stage. Think you have enough tables set up? If space allows, add 
a couple more so there will be plenty of options for families to sit 
together at tables without having to pull up extra chairs.



Keep in Mind
Be sure to review the Setup, 
Outreach & Hospitality, and 
Experience Guides before 
distributing them to your 
Leaders, as they contain 
specific information not 
included in your Director 
Guide. But…we have your 
back! Digital copies of 
the guides are available 
for download so you can 
reference them as you work 
alongside your Leadership 
Team. Simply use the 
access code and follow 
the directions available in 
the Keepsake Christmas 
Media Pack. 

Keep in Mind
Teamwork makes all the 
difference! Find Volunteer 
Recruitment and Training 
resources on the Graphics & 
Other Goodies disc in your 
Keepsake Christmas kit.  
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Who makes it happen: 

The Keepsake Christmas 
Volunteer Team

Surround yourself with three volunteer leaders who will help make 
Keepsake Christmas happen. Recruit an Outreach & Hospitality 

Leader, Setup Leader, and Experience Leader. Give each Leader the 
appropriate guide included in your Starter Kit. 

The Keepsake 
Christmas Director
• Casts vision for the event
• Recruits three key Leaders
• Coordinates efforts 
• Creates the budget 
•  Serves as the primary 

contact person
• Manages preregistrations
•  Orders Keepsake Christmas 

items from group.com

Experience Leader
•  Recruits Keepsake Cast 

Members
•  Recruits Keepsake Coaches to 

host tables
• Distributes scripts
•  Coordinates props and 

costumes
•  Preps and distributes all 

nativity-making supplies 

Setup Leader
• Recruits Setup volunteers 
•  Designs and decorates the 

event space
•  Manages setup and table 

arrangement
• Manages tear-down
•  Oversees selection and 

storage of reusable 
decorating materials 

Outreach &  
Hospitality Leader
•  Recruits Outreach & 

Hospitality volunteers, 
including Parking Patrol

•  Publicizes the event to 
families inside and outside 
your church

•  Responsible for Welcome and 
Fireside Photos areas

•  Responsible for Tasty 
Christmas Treats after 
the program

• Leads after-event follow-up

Keepsake Christmas Leadership Team

That’s you!



Keep in Mind
Look for ways to include 
teens on your volunteer 
team. The key is to be sure 
young people understand 
the specifics of their role. 
Assigning teenagers as 
“floaters” who can fill in 
wherever needed gives 
them too much freedom 
and not enough direction. 
When you provide specific 
roles, they’ll do super jobs 
helping out!
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Remember that you don’t have to recruit all the event volunteers—
you’ll work together with your three Leaders—but you’ll support 
them by providing leads and raising awareness among church 
members about volunteer opportunities. 
Let’s take a quick look at the potential volunteers in each Leader’s 
area. Note that you may not need all the teams suggested, but this 
will give you an idea of what teams might look like.

Setup Leader’s Team
•  Decorating Team—helps envision and create the event 

environment.
•  Setup and Tear-Down Crews—do the physical work such as 

setting up tables, taping down electrical cords, moving furniture, 
and tearing down after the event.

Outreach & Hospitality Leader’s Team
•  Welcome Team—staffs the Welcome area and helps guests 

register and join a table. 
•  Fireside Photographer—takes photos at the Fireside Photos 

area. These photos are used for follow-up after your event.
•  Parking Patrol—directs traffic and manages guests’ safety in the 

parking lot. 
•  Cookie Coordinator—organizes, arranges, and maintains the 

refreshment area at the end of the program. 
•  Follow-Up Team—sorts and sends family photos in Keepsake 

Foto Frames; helps with other follow-up initiatives.

Experience Leader’s Team
•  Keepsake Cast Members—interact with kids and families as 

they host the program and bring the Christmas story to life.
•  Keepsake Coaches—host a table of families, facilitate 

discussions, and offer design assistance. 
•  Make-a-Manger Prep Team—manages supply lists; inventories 

materials, donations, and purchases; organizes and preps 
supplies for each table.

• Tech Team—runs sound system and cues media elements. 



Your Role  
as Director

Keep in Mind
People will enjoy training 
more if you serve snacks. 
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Training Volunteers
Your event will run smoothly if everyone is on the same page. So 
schedule time to connect and prepare together. 
•  First, train your Leadership Team. Have a meeting with your 

Leadership Team. Cast the vision for this event, and brainstorm 
potential volunteers. We’ve included eight recruiting steps on the 
Keepsake Christmas Graphics & Other Goodies disc. Go over them 
with your team, and strategize how to get the best volunteers for 
your event.

•  Then train your Cast Members. Gather your Cast Members for a 
read-through so they can get a feel for the flow of the program. 
Challenge them to memorize their lines so they can really get into 
character. 

•  Then train your Keepsake Coaches. Your Keepsake Coaches 
serve as table hosts, welcoming families, facilitating conversation, 
and assisting creations. Gather them ahead of time so they can 
create sample nativity scenes for their tables and gain firsthand 
tips and tricks to share with their guests. Be sure to go over the 
entire scope of the event, and answer any questions people 
might have.

•  Then train your Outreach & Hospitality Team. These folks may 
not be in front of the crowd, but their ability to host and care for 
guests is imperative to your events’ success! Walk them through 
a family’s experience from beginning to end. Begin with parking 
procedures, greetings and directions, registration procedures, 
Fireside Photo tips and systems, and tech logistics. 
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