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Gibbs House Event Planning and Execution 
 
Introduction: 
 

To ensure that the Gibbs House Fellows and the Office for Sustainability (OfS) 
have a mutual understanding regarding Gibbs House events, I helped to create a 
standardized procedure for Gibbs House event planning over the course of the semester. 
Increasing the efficiency of the event planning process will lead to successful, 
well-attended events now and in the future. Overall, if we increase the number of students 
that attend Gibbs House events, we increase Gibbs House Fellowship applicants and 
diversity within the fellowship.  
 
Methods and Results: 
 
The procedure for events is as follows: 
 

1. The first step in planning any event is formulating a general idea of the purpose 
and size of the event. Discussion of events occurs at weekly Gibbs House 
Fellowship meetings. The Fellows decide who to invite (students, WMU 
community, Kalamazoo community, etc.), what to do (site tours, documentary 
showing, potluck style meal, etc.) and then choose a date and time to host the 
event. 

 
2. After the general discussion, Fellows fill out the Gibbs House Event Request 

Form (see attached). When completed, Fellows email a digital copy to the Gibbs 
House Coordinators and the OfS Program Manager. They read over the form and 
address any issues they have in person, with the Gibbs House Fellow/ 
Communication Ambassador.  

 
3. Once the event is approved, the Fellow/Ambassador creates a Facebook event 

page. Once the draft is created, the Program Manager reviews it and then provides 
feedback. Then, the Fellow corrects the errors and adds information as needed. 
When finished, they publish the Facebook event page, hosted by the WMU Office 
for Sustainability Facebook page. Around the same time, the Graphic Designer 
works on creating posters and flyers to be used to promote the event.  

 

 



  

4. The last step is the promotion of the event. In order to promote events on 
Facebook, the Office for Sustainability posts about the event with a link to the 
event page once or twice a week leading up to the event. Gibbs Fellows invite 
their friends to the event and share the event on their personal Facebook pages. 
The event is featured on the OfS webpage and possibly on a carousel slide.  The 
event is further promoted by word of mouth, flyers, and posters. Information 
about the event spreads throughout campus and the community. Each Gibbs 
House Fellow must do their part in promoting the event in order for it to be 
well-attended. 

 
Of the 12 Gibbs House Fellows surveyed using a Facebook messenger poll, 75% 

attended at least one Gibbs House Event prior to applying to the fellowship. It is possible 
that without having the experience of attending a Gibbs House Event, they may not have 
ever applied to the fellowship.  

Although the data showed that 16 less people chose to say they were “attending” 
the Fall 2017 potlucks compared to the first three 2015/2016 potlucks, the amount of 
people “interested” increased by 104 Facebook users. A few event attendees expressed 
that the first potluck of Fall 2017 had the biggest turn out they had ever seen for an event 
of that kind. Unfortunately, there is not an official head-count, but an estimated 100 
people attended. The Gibbs House Movie Night held on October 20 this year did not have 
as high of an attendance as our first potluck. At our third potluck, approximately 50-60 
people attended.  

An ongoing challenge for Gibbs House Events is parking. Space for parking is 
limited in the Gibbs House parking lot. Before the September potluck, The Office for 
Sustainability contacted WMU Parking Services and Newell regarding the use of 
Parkview Campus lot P7. The lot is open to anyone after 5p.m. on Fridays, and therefore 
can be used by Gibbs House event attendees. However, it was difficult to help attendees 
locate the lot from the Gibbs House if they were not familiar with Parkview Campus. 
Navigating to the Gibbs House from the lot can also be confusing since the path is dark 
and unmarked. To address this issue for the potluck on November 17, the fellows printed 
out an enlarged, laminated map along with small maps to help guests find their way. 
These maps helped event attendees locate the correct parking lot and walk the trail to the 
Gibbs House. In the future, we will be investing in solar lights for the pathway along with 
creating better signs that lead guests from the parking lot to the Gibbs House path. 
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Commentary, Reflection, and Next Steps: 
 

Having clear and open communication between Gibbs House Fellows and Office 
for Sustainability employees ensures full awareness and understanding of events. Future 
Gibbs House Fellows will be able to follow the efficient plan for hosting events at the 
Gibbs House. Some OfS employees have expressed that having a Gibbs Fellow work as a 
Communication Ambassador expedites the event planning process.  

As the Facebook data shows, there has been an increased interest for Gibbs House 
potlucks. This is most likely due to the communication team’s efforts promoting events 
using Facebook Event pages along with the OfS Facebook page. When discussing why 
the attendance was lower for the Movie Night than the first potluck, this year’s Gibbs 
decided that a documentary showing may feel intimidating to students that do not have 
background knowledge of sustainability. In order to make people feel comfortable with 
discussing sustainability topics, the Gibbs House Fellows must build relationships with 
their fellow students through interactions at potlucks before delving into deeper and more 
serious sustainability topics (i.e. unethical and unsustainable practices of the fashion 
industry). A Gibbs House Movie Night might be better attended if it were to occur in the 
spring semester, rather than the fall semester.  

Personally, going to my first Gibbs House potluck solidified my desire to apply to 
the fellowship. The majority of Gibbs House Fellows surveyed attended at least one 
Gibbs House event prior to applying to the fellowship. If students are unaware of 
potlucks or do not feel comfortable attending, they might never apply for the opportunity 
to become a Gibbs House Fellow. Intentional advertising for events using social media 
platforms that students are familiar with helps can help create an inclusive Gibbs House 
environment. When students are aware of and feel comfortable attending events, they will 
be more likely to apply to the Gibbs House Fellowship. 

This semester, more students applied for the WeSustain Internship than other any 
other semester in the past. This increase in applicants is arguably thanks to the 
communication team’s increased use of social media in order to promote the internship. 
By continuing to recruit students using social media, we can increase the number of 
applicants for the 2018/2019 Gibbs House Fellowship. In the long term, I hope using the 
correct language on social media to promote events will dismantle stereotypes that shroud 
the Gibbs House Fellowship. This will create an inclusive culture for students interested 
in sustainability to grow into and become a part of a beneficial opportunity . 
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Appendix: 
 
**Example Gibbs House Event Flyer (quarter sheet)** 
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**Example Gibbs House Event Request** 
 

Draft 170909 Gibbs House Event Request 
 

*Please complete form and submit via email to current Gibbs House Coordinator(s) 
 
Description of Event:  
Gibbs House November Potuck 
Date and Time of Proposed Event: (Start & End Time if Applicable)  
Friday, November 17 6:30-9:00 
Proposed Activities:  
-potluck and casual conversation 
Expected Number of Attendees: 
50-75 people 
Reason for Hosting Event: 
Monthly potlucks/community events help to maintain the welcoming Gibbs House 
culture. This event can also be used to help recruit future Gibbs House Fellows. 
Contact Information:  
grace.m.mcelhone@wmich.edu 
Content for Web (for Potlucks & Community Events)-  
Join the Gibbs House Fellows for a night of good friends and good food on Friday, 
November 17. All are welcome, please bring a dish to pass if you are able to.  
If you’re interested in applying to the Fellowship, this is a great opportunity to talk to 
the Gibbs Fellows and learn more about how YOU can apply to live in this awesome 
sustainability-centered community supported by the WMU Office for Sustainability.  
What: Vegan-friendly Gibbs House November Potluck 
When: November 17, 6:30-9:00 p.m. 
Where:The John Gibbs House 

4503 Parkview Avenue 
Kalamazoo, MI 49008 

Parking Information: 
For this event, please park in the WMU Soccer Field parking lot within Parkview 
Campus, Lot P7. From there, follow the signs leading to the Gibbs House. 
Carpooling or biking is highly encouraged and appreciated. 
 

 


