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Disclaimer 

 

This handbook constitutes one of the deliverables of the TAFISA-led “European 

Week of Sport Toolbox” project, co-funded by the Erasmus + Programme of the 

European Union from the 1st of January 2015 to the 30th of April 2016.  

 

The European Commission support for the production of this publication does not 

constitute endorsement of the contents which reflects the views only of the 

authors, and the Commission cannot be held responsible for any use which may 

be made of the information contained therein. 
 

For any comment on this handbook, please contact TAFISA: info@tafisa.net  

 

This project has only been made possible by the gathering of a coalition of 

partners coming from all over Europe that have committed their experience and 

knowledge towards the creation of quality and adapted results. 

 

Full Project Partners 
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Sport Federation 
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Federation of the European Sporting 
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France 

French National Olympic Committee 

(CNOSF) 
www.franceolympique.com  

Think Tank Sport & Citizenship www.sportetcitoyennete.org  

Germany 
The Association for International 

Sport for All (TAFISA) 
www.tafisa.net  

Greece 

Ministry of Culture, Education and 

Religion: General Secretariat of 

Sports 

www.culture.gr 

Netherlands Kenniscentrum Sport www.kenniscentrumsport.nl 

Poland 
Polish National Federation Sport for 

All 
www.federacja.com.pl/site2/ 

Portugal 
Portuguese Institute of Sport and 

Youth (IPDJ) 
www.ipdj.pt  

 

Associated Partner 

 

Country Project Partner Website 
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International Sport and Culture 

Association (ISCA) 
www.isca-web.org  
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About the European Week of Sport 

What is it about? 

 

The European Week of Sport initiative is part of the European Commission’s overall 

policy aimed at increasing the level of participation in sport and physical activity in the 

EU. This level is stagnating and in some Member States even declining (as the 2013 

Eurobarometer survey demonstrates). This has an impact on society and people's 

health, having both direct and indirect economic costs (e.g. health care, employability, 

productivity). The need for action to better promote sport and physical activity has 

been regularly underlined at the policy level. 

 

The European Week of Sport aims to promote sport and physical activity across 

Europe, generate new activities and also build on already existing successful initiatives 

in the European, national, regional or local context. The Week is for everyone, 

regardless of age, background or fitness level. With a focus on grassroots initiatives, it 

aspires to inspire Europeans to #BeActive on a regular basis and create opportunities 

in people’s everyday lives to exercise more. 

 

How does it work? 

 

The European Week of Sport takes place annually during a time period set by the 

European Commission. Participating countries are given flexibility to organise their 

national Week of sport within the defined period, taking into account their own 

national constraints (school start, climate, link to existing events, etc.). They must 

however choose a specific week and not spread their event throughout this period: all 

events and activities organised at national, regional and local level should take place 

during that week1. The aim is to facilitate communication around the national Weeks 

(European Partners and NCBs working hand in hand within one set week, for events 

organisation but also for communication purposes), whilst maintaining the same key 

messages across the EU (dates may differ, but not the visual branding or the key 

messages around the Week). National Coordinating Bodies, in addition, are 

encouraged to organise an Opening event on the first day of the EWoS as defined by 

the European Commission. 

 

The European Week of Sport is structured around an official opening, a flagship event 

and 4 Focus Themes to appeal to all audiences: Education Environment, Workplace, 

Outdoors, Sports Clubs & Fitness Centres. These are the main settings where people 

can improve their habits and #BeActive. A wide range of initiatives and activities are 

organised around these themes at different levels (EU, national, local and regional 

level) and with the involvement of many partners. 

 

The overarching campaign theme for the Week #BeActive should also become the 

reference framework for existing campaigns, events and activities throughout the year. 

 

 

                                           
1 The dates of the 2016 EWoS being 10th – 30th September, each country shall choose 

a week within these dates for their own event (e.g. the week may take place in Latvia 

on 10th – 16th September, and in Spain on 23rd – 30th September). 
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Purpose of this document 
 

This handbook aims to give National Coordinating Bodies principles and ideas to help 

them in the organisation of a successful national Week of sport as part of the EWoS in 

their country. 

 

The role of National Coordinating Bodies, as defined by the European Commission, is 

to help ensure that the European Week of Sport initiative is implemented and gains 

visibility in the participating countries through national Weeks and that the messages 

of the Week reach out to as many Europeans as possible, encouraging them to be 

active. The three tasks of the National Coordinating Bodies are as follows: 

 

1. Event(s) organisation: Set a week for the national Week of Sport within the 

time period defined by the European Commission and organise at least one 

national event within this given week.  

  

2. Coordination: Ensure close links with key national players (e.g. National 

Olympic Committees, sports federations and confederations, education 

institutions, other civil society organisations, the media), who can play a role 

not only during the Week but also in keeping the message of the Week 

(#BeActive) alive throughout the year. Coordination with national 

representatives of European partners and EU representations should be 

ensured as well.  

 

3. Communication: Ensure visibility for the European Week of Sport initiative, 

promote and extend the centrally-developed #BeActive campaign and help 

spread the messages at the local level. 

 

 

This document is generic, taking a step by step approach through the elements 

required to organise a successful national Week of Sport. 

 

All these elements and tips are based on the success of some existing national Weeks 

of Sport (the Polish week of sport organised by Polish National Sport for All 

Association, the French week of sport ‘Sentez-Vous Sport’ organised by CNOSF, and 

the Dutch week of sport organised by NOC*NSF). 
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How to use this document? 
 

This document is designed to be practical and follows a ’9-step approach’. Those 9 

steps have been carefully selected and build upon longstanding experience and 

knowledge in the field of event organisation. 

 

Every step is presented in the form of a checklist, which enables the reader to 

constantly track the progress of the project. For each step there are 6 columns: 

‘Action’, ‘Responsible Stakeholder/Person’, ‘To do’, ‘In Progress’, ‘Done’ and 

‘Comments’.  

 

The ‘Action’ column describes what work has to be done within the respective step and 

contains references to further information on certain topics that could be of benefit to 

the reader. The ‘Responsible stakeholder/person’ column allows you to assign this 

action to your staff.  Columns ‘To do’, ‘In Progress’ and ‘Done’ should either be ticked 

or, if necessary, filled with notes. By doing so, the user always knows which elements 

of a certain task still need to be tackled, which ones are partially completed and what 

work has already been done. The last column ‘Comments’ adds value for the user, 

allowing for potential learning gained during the process to be listed immediately and 

used as a basis for improvements in the organisation of the national Week the 

following year. 

 

Please note that tasks may vary depending on the structure of your organisation and 

can be adapted to your needs and requirements. Furthermore, there is no obligation 

to follow every step; it offers a possible way of proceeding when planning your event 

that has proved to be successful in the past.  
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1. Starting point 
 

As a National Coordinating Body (NCB) of the European Week of Sport, your main role 

is to organise (at least one) national event(s) within a given week during the time 

period set by the European Commission. Your specific tasks, as described by the 

European Commission, are as follows:  

 

Step 1: Set a week for your national Week of Sport, within the time period prescribed 

by the Commission 

 

Step 2: Organise the main national event, aimed at raising interest for the (national) 

Week in the media and amongst the general public. 

 

Ideally, this main event would take the form of an opening event. It should involve 

high level representatives (e.g. Minister of Sport, President of the Olympic Committee, 

etc.) and at least one national personality (be it a (former) sports person or someone 

else) acting as an Ambassador of the European Week of Sport. The event could take 

the form of or include a (national) sports village, where the National Olympic 

Committee, the sports federations and confederations, sports for all organisations, etc. 

would have a role to play in showcasing sports activities that the general public could 

try out. 

 

The main national event can also take any form the NCB finds adequate/appropriate, 

as long as it raises interest in the national Week from the media and the general 

public. 

 

As participating countries will allocate a full-week for their national Weeks of Sport in 

2016, other activities may be organised under the umbrella of the Week during that 

given that period, be it at national, regional or local level.  

 

Further to the main national event, national activities are strongly encouraged to 

involve, as much as possible, the actual participation of the general public or specific 

groups in sport/physical activity, and be aligned to one or more of the following Focus 

Themes as suggested by the European Commission: Education, Workplace, Outdoors, 

Sport Clubs and Fitness Centres. The creation of these themes has proven to be a 

valuable concept in 2015 and should remain stable over the coming years. Member 

States, however, are allowed flexibility to focus on one or more of these themes. 

Finally, national activities may be directly organised by the NCBs or coordinated by 

them through their network of partners. 

 
 

The aim of this introduction, based on the guidelines of the European Commission, is 

to clarify your ideas for your national Week and to answer the question “Why?” 

 

This is an essential step: you need to know precisely what you want to do during this 

European Week of Sport, in order to be able to build your action plan. Start by 

answering these two questions:  

 

 What are my national priorities in sport and physical activity? (Example: 

tackle sedentary lifestyles, minimise the decrease in physical activity 

and sport, reduce obesity, improve social cohesion…) 

 What are my national objectives? (Example: encourage sport for all, 

target a specific population) 
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This step may take you a while, but is essential for you to succeed. In concrete terms, 

you need to develop an overview of your objectives and purposes for your national 

Week. 

 

Checklist 

 

Here is an example of checklist you can create and use. 

 

Action 

Responsible 

Stakeholder/ 

Person 

TO 

DO 

WORK IN 

PROGRESS 
DONE Comments 

Define your objectives (what you 

want to do). Example: encourage 

sport for all… 

     

Define your purposes (what you 

expect to achieve from your 

actions). Example: fight against 

population settlement, fight 

against obesity, well-being 

improvement… 

     

Identify your vision and mission      
Set the dates of your national 

Week of Sport within the EWoS 

time period 
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2. Inventory of Resources 
 

The aim is to take an inventory of resources: both internally and externally. This is the 

step where you assess what already exists in terms of sports events and initiatives. 

This will allow you to position your plans with the existing environment (both internal 

and external). You need to focus on 3 elements: 

 Who does what? Who are the important stakeholders involved in the 

field of sport? 

 How? What are the methods, processes, regulations, tools used? 

 With what? What are the different resources required? 

Stakeholders 

As highlighted by the European Commission, one of the specific tasks of the National 

Coordinating Bodies as part of their coordination activities is to set up a national 

network of deliverers.  

It is the task of the NCBs to ensure close links with national key players (e.g. sport 

federations, education institutions, other civil society organisations, the media, etc.). 

The NCBs should also ensure adequate coordination with the national representatives 

of the European partners of the European Week of Sport and EU representations.  

 

Ideally, a network of key partners should be put in place (whatever the format: e.g. 

physical meetings, web-conferences, conference calls, collaborative platforms, email 

exchanges, mailing lists). 

 

Ask yourself the questions: 

 Who are the main stakeholders in my area of work?  

 What is their role and their scope?  

 Which stakeholder should I prioritise in order to succeed? 

 

Institutional Stakeholders Associations Companies Federations 

Ministries: Sport, Education, 

Health… 
Sports 

Sports 

industry 
Olympic 

Politicians & Public institutions Humanitarian 

Other field Non-Olympic Municipalities, local 

governments 
Students 

 

For your plans to succeed, involving your network is a key step. This may take the 

form of meetings, workshops, training sessions and the sharing of information. For 

example, for the French Week of Sport the French National Olympic Committee 

organises: 

 

 3 times a year, a meeting with all Sport Federations in order to share 

information about the French Week of Sport Sentez-Vous Sport 

 Meetings with local Olympic committees (CROS and CDOS) 

 Regular communication with the Ministry of National Education and the 

Ministry of Sport, and with some students and school associations. 

 

The goal of such meetings is to inform, encourage and mobilise all potential 

stakeholders. 
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Means 

 Means currently at your disposal:  

 Human resources: employees of the department? 

 Financial resources 

 Materials, equipment, infrastructure 

 Specific skills 

 

 Means required 

 Human resources: do I need to recruit or hire? 

 Financial resources 

 Materials, equipment, infrastructures 

 Specific skills 

Processes 

 Research existing good practice to learn from similar projects that have 

already been organised: 

 What are these projects: tournaments, competitions, events and 

demonstrations…? What is the state of progress? What is the level of 

involvement (local/regional/national)? 

 Did they reach their goals? What are the methods used to succeed? 

 Are collaborations possible? 

  

Using all the elements identified above, you can then to produce a plan based on an 

understanding of the actions and events that already exist. You can use a SWOT 

analysis to assess the Strengths / Weaknesses / Opportunities / Threats of the actions 

you intend to take to organise the EWoS. 

 

X Positive Negative 

Internal factors Strengths Weaknesses 

External factors Opportunities Threats 

 

Internal factors correspond to the strength and weaknesses within your action plan 

(resources, management, concept, etc.), external factors correspond to opportunities 

and threats presented by the surrounding environment and how they might impact on 

your plan (economic situation of the country, sports system, cooperation with or 

competition from other organisations, political climate, legislation, sociocultural 

changes, etc.) 
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Checklist 

 

Action 

Responsible 

Stakeholder/ 

Person 

TO 

DO 

WORK IN 

PROGRESS 
DONE Comments 

Identify the main stakeholders in 

sport and other fields 

     

Identify the key stakeholders you 

need to work with 

     

Mobilise and inform your network      
Identify the resources at your 

disposal 

     

Identify the gaps in resource      
Identify other existing sports 

initiatives and consider a 

partnership (data base) 

     

Define the recruitment needs      
SWOT table      
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3. Communication / Promotion 
 

One of the main tasks of the National Coordinating Bodies, as defined by the European 

Commission, is to communicate about the EWoS. 

 

To ensure visibility of the European Week of Sport initiative in the participating 

countries, the NCBs:  

 

 should act as the key communication channel for the Week and represent this 
EU initiative in their Member State;  

 use relevant media and communication methods, including a dedicated page 

linking to the Commission's corporate European Week of Sport website, e.g. on 

their national website for the Week and during the planning period;  

 ensure that national sports federations, education institutions, sport and 

physical activity organisations, civil society organisations, etc., are regularly 

informed about the potential to organise events supporting the (national) 

Week;  

 

 ensure appropriate dissemination of messages about the Week to the local 

level.  

 

Furthermore, NCBs should act as the central hub of events organised in their 

country, be it by national bodies, sport for all organisations or a European Partner of 

the Week through its national representative.  

 

Not only should the NCBs be aware of the events, but also include them in their own 

communication activities. 

 

In light of the challenges raised during the first year of the EWoS, the European Week 

of Sport central website will provide an overview of events taking place under the 

umbrella of the European Week of Sport all over Europe, but this will not involve any 

central registration or an EU-wide map of events. Therefore, the European 

Commission strongly recommends that NCBs plan for the staffing costs involved in the 

development and maintenance of an on-line Week of Sport registration platform at 

national level, as a minimum. In an ideal situation, national websites for the Week 

would be developed, in line with the visual branding of the European Week of Sport 

initiative – for which the European Commission will issue guidelines. 

 

Finally, NCBs are expected to support the European Commission in keeping the 

#Beactive message alive throughout the year, i.e. in between 2 editions of the 

European Week of Sport initiative. 

 

Messaging 

 

A communication campaign requires specific skills (writing, layout design, press 

relations…), which will involve additional costs. This is a good reason to look for more 

impact at less cost, according to the needs of your national Week. Here, your main 

exercise will be to integrate the EWoS #BeActive communication campaign into the 

national and local context.  
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The objective of the #BeActive communication campaign is to increase levels of 

participation in sport and physical activity across Europe. The #BeActive hashtag is 

the overarching campaign theme for the European Week of Sport. It is accessible to 

everyone and a call-to-action to get Europeans moving. As the main message spread 

all over Europe, it is designed to help create a coherent conversation around the Week 

and the issues at stake, as well as to support the work and the communication efforts 

of existing and new initiatives. 

 

For more information about communication of the European Week of Sport, 

please download the #BeActive Campaign handbook along with the various 

materials (including print, online, facebook materials and visual elements) 

available on the official website of the EWoS 

(http://ec.europa.eu/sport/week/tools-materials_en.htm). Note in particular 

that the national and EU infographics, A4 backgrounder and key messages will all be 

available shortly in all EU languages. 

 

To achieve the aims of the European Week of Sport, it is essential that all stakeholders 

committed to supporting the Week are able to communicate coherent and consistent 

messages (to speak with one voice). The #BeActive campaign has developed a set of 

key messages that can be used by all partners and other stakeholders to address 

specific audiences. There are five sets of messages: one set of general messages that 

support the Week as a whole, and four that relate to each of the four Focus Themes 

(Education, Workplace, Outdoors, Sport Clubs and Fitness Centres) and take into 

account the audiences to be targeted in these settings. Those messages can be found 

in the #BeActive Campaign Handbook. 

Targets 

 

To organise a national Week and campaign in your country, you need to communicate 

with key partners. Before starting, you must have a clear vision and mission of your 

organisation: 

 Who you are 

 What you do 

 Who you talk to 

 

A good start is to organise a launch event, in order to gather together all stakeholders 

involved in your national Week and to promote it. 

 

Some principles to remember about Communication: 

 Identify the priority targets: Who? Why?  

 Examples: Young people, Students, Partners, Association, 

Private/Public, Families, General public, Adults, Seniors, Institutions, 

Media 

 Define the message: What, for whom? 

 Position the project in accordance with existing provision 

 Identify your main messages 

 Adapt the message (content, form) according to the target: e.g. 

avoid talking in the same way to Young People and Families – make 

use of the #BeActive campaign Focus Themes messages. 

 Means: What kind? How much? 

 Media: local/regional/national level 

 Audio-visual 

http://ec.europa.eu/sport/week/tools-materials_en.htm
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 Internet: websites (use the national Week of sport website or create 

a dedicated one), social networks 

 Sports press, newsletters 

 Use of Ambassadors in order to influence and promote. You can use 

famous athletes or someone not involved in sport. Example: for the 

2014 French Week of Sport (Sentez-Vous Sport), Tony PARKER and 

Laure MANAUDOU were the ambassadors. 

 

In order to help you communicate about your national Week and mobilise local 

stakeholders, we have created a template factsheet that can be adapted to your own 

country and needs. Please see page 26. 

 

 
 

The Dutch 2015 Week of Sport had 11 ambassadors, famous in different sports and in 

media/entertainment (http://www.nationalesportweek.nl/ambassadeurs). 

  

http://www.nationalesportweek.nl/ambassadeurs
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Checklist 

 

Action 

Responsible 

Stakeholder/  

Person 

TO 

DO 

WORK IN 

PROGRESS 
DONE Comments 

Define and identify your priority 

targets 
     

Develop a promotion and 

marketing plan integrating the 

#BeActive communication 

campaign and agree on a 

detailed and coordinated timeline 

for your national Week. Ensure 

that the messages on participation 

are communicated effectively to 

the population 

     

Design and develop a dedicated 

website with registration system 

     

Design and produce marketing 

guidelines incorporating key 

brands, key messages, sub 

brands, stakeholders and 

associated sponsor logos 

     

Develop media partnerships (TV, 

radio, written press or other) 

     

Define your message      
Make use of positive press 

releases and ‘good news’ stories 

such as case studies 

     

Develop a social media strategy to 

include the full use of the different 

social media platforms 

     

Coordinate the exchanges of data 

between stakeholders 

     

Search for ambassador(s) to relay 

your messages (politicians, 

celebrities, sportsmen and women 

or others) 
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4. Budget 
 

You need to know what the global cost of your national Week is (expenses) and if you 

are able to secure the financial resources needed (income). 

 

The forecasted budget must reflect the analysis of your costs and the funds you have 

available or plan to raise. You need to consider the sources of finance you can access 

(sponsors, foundations, municipalities, Ministry…) and the potential level of support. 

Your budget plan should be regarded as a tool that will help you deliver the project 

but must be flexible enough to be adapted as you progress step by step though the 

planning and delivery of your EWoS. 

 

Some principles to remember: 

 Expenses and receipts have to be presented in balanced columns: the 

total amount of expenses must be equal to the total amount of receipts 

 Every expense must be justified 

 You have to keep in mind that a forecast budget is likely to change 

regularly. You must anticipate this potential evolution and include 

appropriate contingencies. 

 

Checklist 

 

Action 

Responsible  

Stakeholder/ 

Person 

TO 

DO 

WORK IN 

PROGRESS 
DONE Comments 

Determine all future expenses      
Define the budget needed to cover 

the costs 

     

Identify the sources of finance you 

have available 

     

Meet companies/organisations to 

present them a funding proposal 

     

Draw a budget table/reporting 

template 
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5. Gather your elements 
 

This is the intermediary stage where you bring all the elements together to finalise 

your ideas for the national Week, creating a plan for your action or event for the 

European Week of Sport. 

 

Your goal is now to convince potential stakeholders and partners about the relevance 

of your project, and at this step you should be able to answer all questions: 

 Who? Support and origins of the project 

 Why? Target(s), objectives and purposes 

 What, where, when? Precise content (description), schedule and 

project location 

 How? Technical approach (needs, resources, skills…) 

 How much? Financial and budget approach 

 

It is sometimes helpful to make a presentation (PowerPoint, Word) of your plans for 

the national Week, allowing you to easily show or promote it, especially when 

engaging partners. 

This presentation is a key element, which will allow you to answer all questions and 

make a strong case for your project. 
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6. Partnerships 
 

An effective assessment of current provision will identify your key stakeholders. There 

will be a wide variety of potential support and partnerships.  

 What kind of partnership to develop? Which stakeholder to mobilise? 

 Local, regional, national or international 

 Federation / Club / Municipalities / Ministry / Public institutions / 

Fitness centres / Schools / Universities 

 

 Depending on the type of partners support could include: 

 Financial support: sponsorship, patronage, loan, grant… 

 A benefit/value-in-kind: discount on materials, loan of a premise… 

 Media support: articles or a coverage on your project/action 

 Advice and contacts: connect to potential partners/support 

 Moral support: recommendations, advice, mentoring… 

 New approach or ideas you did not think of while developing your 

project 

 

 You need to think about the benefits you offer to partner organisations. 

This could include a commercial offer. Examples: 

 Visibility in your communications and on kit 

 Naming of an event/action 

 

Engaging the different stakeholders (federations, ministries, schools and students 

associations) at national level is essential if your project is to succeed at local level, 

because these are the partners you will rely on for information and influence. 

Checklist 

 

Action 

Responsible 

Stakeholder/ 

Person 

TO 

DO 

WORK IN 

PROGRESS 
DONE Comments 

Create a presentation of your 

project (PowerPoint, leaflet) to be 

used with potential partners 

     

Identify your selling points      
For the different stakeholders, 

define what partnership you can 

develop. Example: companies can 

offer cash, Ministry moral 

support… 

     

Identify your commercial offer and 

the benefits you offer according to 

the different partnerships 

     

Consider the level of partnership: 

local, regional, national, 

international… 

     

Prepare the legal documents: 

agreements, contracts… 
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7. Action plan 
 

The action plan provides an overview of the different events you organise under the 

European Week of Sport umbrella. Drawing up the complete project action plan will 

allow you to: 

 Organise your work in clear steps 

 Plan activities and tasks at every step 

 See the progress of the project 

 Determine the different tasks and who does them 

 Name a Project Manager, responsible for overall coordination 

 Have a tool for both reporting and monitoring progress 

 

As a starting point, it may be easier to do a “retro-planning” exercise: you start from 

the end of your project/action and work backwards.  

Every step must be regarded as a goal with: 

 A target to reach 

 A result (quantitative or qualitative) which indicates whether the target 

has been achieved or not 

 A deadline for completion 

A goal must always be based on a deadline and a quantifiable target to meet. 

 

You need to regularly review progress and adjust your action plan as your EWoS 

project develops. 

 

X Who Deadline 

Action 1 X1 Y1 

Action 2 X2 Y2 

Action … X… Y… 
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Checklist 

 

Action 

Responsible 

Stakeholder/ 

Actor 

TO 

DO 

WORK IN 

PROGRESS 
DONE Comments 

Create a retro-planning document 

(Excel) with all key steps 

(Communication, Partnership, 

Events…) and deadlines 

     

Agree a project manager and the 

leader of each task according to 

everyone skills 

     

Create a calendar and map of your 

events at each level: national, 

regional, local. Consider putting 

the map on your website 

     

Consider developing a retro-plan 

for each key step 

     

Check that every stakeholder has 

the right information at the right 

time 

     

Plan a launch event      
Identify best practice and 

examples of initiatives that you 

can promote in different tools: 

Presentation, website, 

testimonies… 
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8. Evaluation 
 

The evaluation of your national Week as part of the EWoS is a final and vitally 

important step. It will help you to: 

 Have a global view of the project 

 Focus on the achievement (or not) of the objectives and identify any 

areas of improvement 

 Show your capacity to learn the lessons of your experience 

 Provide your with the means to adapt future work 

 Identify your strengths and weaknesses, and the skills you mobilised 

 Report back to your partners with a coherent assessment and help to 

ensure their future support 

 Determine your future objectives and actions 

 

Review your action plan step by step: measure and assess the objectives planned and 

the actual results achieved. Try to understand the key success factors and the reasons 

for any areas of underperformance. 

 

Prepare an evaluation report for your partners, covering all the key elements: what 

you have done, key figures, pictures, media coverage etc. 

 

 

9. Sustainability 
 

This step will be useful to consolidate and develop your project and national Week in 

terms of future sustainability.  

 

After the evaluation phase, the original stakeholders and objectives you identified may 

have changed. You are now able to take into account your weaknesses and strengths 

to improve you action plans for the next EWoS. You can plan how to use the EWoS to 

benefit for your work throughout the year. It is also good time to review existing 

provision and priorities, define new objectives and produce a budget forecast for the 

next year. 

  

It could be interesting to do a new SWOT analysis at this step, in order to allow you to 

refine your objectives and elements in comparison to the starting point of your action. 

 

X Positive Negative 

Internal factors Strengths Weaknesses 

External factors Opportunities Threats 

 

The goal of this step is simply to answer the question: How can I extend and enhance 

my sport and physical activity development throughout the year? And how can I 

deliver an improved national Week in future years? 
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Checklist  

(Themes: evaluation and sustainability) 

 

 

Action 

Responsible 

Stakeholder/ 

Person 

TO 

DO 

WORK IN 

PROGRESS 
DONE Comments 

Agree on evaluation themes, 

programmes, methods 

     

Organise surveys with all 

organisers, partners and 

stakeholders 

     

Evaluation of internal operation      
Compare objectives and 

achievements 

     

Identify key success factors      
Ffuture objectives and priorities: 

potential developments 

     

Prepare a final assessment 

document for your partners, 

supporters and other stakeholders 

     

Produce a new SWOT analysis for 

future actions/projects 
     

Identify how to integrate the 

EWoS and its benefits into the 

work you are doing throughout the 

year 

     

Start planning for the next EWoS 

and your national Week events 
     

 

 

10. Keep the Message #BeActive Alive 
 

The European Week of Sport is a call to European citizens to #BeActive, and aims to 

increase participation in sport and physical activity across Europe. Because this 

objective can only be reached through sustainable and holistic action, it is crucial to 

anchor the messages conveyed by the EWoS not only during the Week itself but all-

year-long. Below are a few tips: 

 

 Establish the #BeActive hashtag as a common element of your 

institutional communications & social media strategy and integrate it as 

part of your programmes and events at any time of the year; 

 Convey the #BeActive messages throughout the year 

(http://ec.europa.eu/sport/week/docs/beactive-campaign-

handbook_en.pdf).  

 Keep the network of stakeholders you have created for your national 

Week and Focus Themes active during the year; provide them with 

regular updates and encourage them to also spread the #BeActive 

hashtag and messages year-long. 

 

http://ec.europa.eu/sport/week/docs/beactive-campaign-handbook_en.pdf
http://ec.europa.eu/sport/week/docs/beactive-campaign-handbook_en.pdf


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

WHAT IS IT ABOUT? 

 

The European Week of Sport is an initiative of 

the European Commission to promote sport 

and physical activity across Europe. The Week 

generates new activities and also builds on 

already existing successful initiatives in the 

European, national, regional or local context. 

This European-wide campaign inspires 

Europeans to #BeActive during the Week 

and encourages them to stay active all year 

long. 

 

WHO? 

 

The European Week of Sport is a European 

Commission-led initiative. 

 

The implementation of the Week across Europe 

is largely decentralised and performed in close 

cooperation with the national coordinators, 

including [Name of NCB], and with the many 

different partners who are firmly committed to 

support the Week.  

 

WHEN AND WHERE? 

 

Every September 

Anywhere possible!

The European Week of Sport 

Factsheet 

TAKE PART! 

(Insert here contact details of NCB) 

 

ec.europa.eu/sport/week 

WHY SHOULD I PARTICIPATE? 

 

- In [your country], …% of citizens never 

practice sport or exercise. 

- …% of respondents declare that 

[reason], is the main barrier for not 

engaging in physical activity 

- …% of citizens declare that they mostly 

engage in physical activity at/in [place] 

or [other place]  

- The number one sport in [your country] 

is [sport], with over [number of 

practitioners] 

- The EWoS and more active citizens will 

increase their wellbeing, as well as bring 

many benefits, such as making your 

territory more dynamic and attractive.  

HOW? 

 

Create your own event to be part of a greater 

campaign to get citizens active! You can 

contact [Name of NCB] for more information on 

how to organise events under the umbrella of 

the European Week of Sport. 
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How to Use the European Week of Sport Factsheet 

 

This document is to be distributed by NCBs to local stakeholders. 

Its objective is to pass on the message about the European Week of Sport to citizens 

and try to engage communities from the very first year of the European Week of Sport 

 

This template is designed to help every participating Member State and its local 

stakeholders spread common messages and get the word out that there is a new 

framework being implemented: the European Week of Sport. 

 

The “Why should I participate” section is a generic paragraph to be filled in by each 

NCB with nationally-tailored facts and figures. This information can be extracted from 

the 2014 Eurobarometer survey on Sport and Physical Activity Fact Sheets available in 

all official EU languages. Link to the factsheets. 

 

NCBs may also use national surveys to complement the factsheet.

http://ec.europa.eu/public_opinion/archives/eb_special_419_400_en.htm
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