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Introduction  
 

Hello.  

Thank you for considering using YouthWeekends.com to manage your event. This document has been 

produced to explain how to use the YouthWeekends.com website, and describe the processes you need 

in place for your event administration to run smoothly.  

Several years ago a website was used to manage the bookings for Bracknell Youth Weekend. This system 

has been redesigned, improved and scaled up to accept bookings for any youth weekend or Bible study 

event.  

Since its release the website has been used to manage many Christadelphian events for young people. 

By creating an account and storing user details online it is much easier for potential attendees to book 

onto an event. Attendees can also see when their payment has arrived and their booking has been 

confirmed.  

Organisers find the website useful as it provides a central store for all attendee information. The 

booking process is clear, and provides flexibility for organisers to upload any additional forms that need 

completing (for example medical and consent forms). By adding your event to YouthWeekends.com you 

are instantly notifying hundreds of interested young people about your planned Bible study.  

We hope you find the website useful in organising and publicising your event and pray that you have 

rewarding time learning and studying together around God's Word. 
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First Steps 

Signing up to youthweekends.com  
The first thing you need to do is to register yourself on the YouthWeekends.com website. If you already 

have an account, go straight to the next step. Otherwise, follow the instructions below. 

1. Open your favourite browser and head over to http://www.youthweekends.com/  

2. Using the menu at the top of the screen, select "Register" 

3. Complete the form shown on the screen. Make a note of the password you create. 

Although your account has been created, you will not be able to create a new event until one of the site 

administrators reviews your application and verifies your identity. This process doesn't take long, and 

your account is usually enabled within 48 hours. This verification process stops spurious events being 

created.  The administrators may need to contact your recording Brother to verify your details. To 

request account verification, click on άEventsέ, then άNewέ, and then click άRequest Account 

Verificationέ. After you do this and the account is verified, you will see a star next to your name at the 

top of the page, and you will receive an email notifying you of the account verification.   

 

 

After your account has been verified you will be able to sign in to the website in order to create your 

event. Once you have successfully signed into YouthWeekends.com with your verified account you are 

ready to add your event to the system. 
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Adding your event  to the site  
¢ƻ ŀŘŘ ȅƻǳǊ ŜǾŜƴǘ ǘƻ ǘƘŜ ǎƛǘŜΣ ŎƭƛŎƪ ά9ǾŜƴǘǎέ ŀƴŘ ǘƘŜƴ άbŜǿέ 

 

You will then be taken to a new page where you can enter all the details for your event  

 

 

(obviously, there are lots more details to enter). 

²ƘŜƴ ȅƻǳ ƘŀǾŜ ŜƴǘŜǊŜŘ ŀƭƭ ƻŦ ǘƘŜ ŘŜǘŀƛƭǎΣ ǇǊŜǎǎ ά/ǊŜŀǘŜ 9ǾŜƴǘέ ǘƻ ŎǊŜŀǘŜ ǘƘŜ ŜǾŜƴǘΦ 
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Consent Forms 

During the creation of your event, you will have the option to choose whether you require a consent 

form. Youthweekends.com offers 3 different options for your event. The first is whether you actually 

require a consent form at all.  

 

The second option allows you to choose whether you want youthweekends.com to generate a consent 

form for you, or to upload your own. A sample generated consent form is shown at the end of this 

document. 

If you choose not to generate a consent form, you may upload your own. 
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Taking Bookings  

How young people book onto an event  
When a young person wants to book onto your event, they first need to be a registered member of 

youthweekends.com. This process is described on the previous page. They then will be able to see a link 

to your event from their homepage, and when they click on this link they will be able to book onto your 

event electronically 
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Booking on people without a YouthWeekends.com account  
 

There may be a number of reasons why someone cannot book onto your youth weekend online. Some 

people may not want to disclose their personal details on a website, and some (particularly very young 

people) may not have their own email address. Others may simply not have access to the internet.  

In these circumstances you will need to book the person onto your weekend by creating a paper 

booking. If you should encounter this situation, we strongly advise that you check the person in question 

knows about YouthWeekends.com's online booking system. It is much easier for you if people book 

online themselves!  

When you need to create an anonymous booking it is important that you gather all the required booking 

information from the weekender in question. To help you extract this information we have included a 

Paper Booking Checklist at the end of this document. Keep a copy by your telephone in case you need to 

take a paper booking over the phone. 

To register a paper booking on the system, log into your account and find the event you are organizing, 

and then follow the steps below: 

1. /ƭƛŎƪ ƻƴ ά!ŘŘ ŀƴ ŀǘǘŜƴŘŜŜ ŦǊƻƳ ŀ ǇŀǇŜǊ ōƻƻƪƛƴƎέ  

2. Enter the ŀǘǘŜƴŘŜŜΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ LŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ƻƴŜΣ Ƨǳǎǘ ƭŜŀǾŜ ƛǘ ōƭŀƴƪ ŀƴŘ ǇǊŜǎǎ ƴŜȄǘΦ 

3. The system will then see if the attendee is already a member of youthweekends.com. If so, it 

will fill in the details for you and only ask for the booking information. Otherwise, you will have 

to add all the information in the fields provided. 

Remember: one of the main advantages to the YouthWeekends.com website is that it does the data 

gathering for you. Taking paper bookings should be considered a last resort, to be used only if a 

weekender absolutely cannot create an online booking themselves.    
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Creating your own booking forms  
 

The traditional way of publicising an event is to create a flyer that is sent to the Recording Brethren of 

nearby ecclesias. This is a good way to make sure that potential attendees have heard about your event. 

It also reaches those people who have not yet signed up to the YouthWeekends.com website.  

People who complete and post booking forms require an anonymous booking to be created. As we said 

in our last section, this creates a lot of work for you. Stating clearly on both your booking forms and 

flyers that you prefer online bookings will ease your administrative overhead. Event organisers have told 

us that a small text note on their forms saying that bookings can also be made via youthweekends.com 

has increased the speed at which people book on. 

Please ensure that when you create your booking forms you request all the information listed in the 

Paper Bookings Checklist, which you can find toward the end of this document. 
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Confirming bookings  
When you create your event, you can choose to require confirmation for each person booking on. If you 

enable this option, when someone books onto your event you can manually choose whether they are 

allowed to come (some events have more stringent requirements than others such as wanting a certain 

number of attendees from a certain location and this enables this choice). If enabled, when someone 

books on, you will be sent an email prompting you to check their booking and confirm it. A link will also 

be shown on the bottom of the weekend view which tells you how many attendees are unconfirmed: 

 

When you click on the link you will be taken to a page listing the unconfirmed attendees, with a button 

to confirm them. Pressing this button will confirm the attendee and automatically send them an email 

notifying them of this. 

  

Clicking the button will process the confirmation 
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Payment  
Youthweekends.com does not yet process payments online, but it does allow you to track which 

attendees have paid you.  

/ƭƛŎƪ ǘƘŜ ά/ƘŜŎƪ ƻŦŦ ǇŜƻǇƭŜ ǘƘŀǘ ƘŀǾŜ ǇŀƛŘέ ƭƛƴƪ ǘƻ ǎŜŜ ǘƘŜ ƭƛǎǘ ƻŦ ǇŜƻǇƭŜ ǘƘŀǘ ƘŀǾŜ ƴƻǘ ȅŜǘ ǇŀƛŘ ŦƻǊ ȅƻǳǊ 

event. 

  

¢ƘŜ ƭƛǎǘ ƻŦ ǇŜƻǇƭŜ ǘƘŀǘ ƘŀǾŜ ƴƻǘ ǇŀƛŘ ƛǎ ǎƘƻǿƴΦ /ƭƛŎƪ άtŀƛŘέ ǘƻ ǳǇŘŀǘŜ ǘƘŜƛǊ ōƻƻƪƛƴƎ ǘƻ ǎƘƻǿ ǘƘŀǘ ǘƘŜȅ 

have paid for the event. 
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The Waiting List  
When you created your event you would have specified a capacity for the event. When this capacity is 

ŜȄŎŜŜŘŜŘΣ ǘƘŜ ŜǾŜƴǘ ƳƻǾŜǎ ƛƴǘƻ άǿŀƛǘƛƴƎ ƭƛǎǘ ƳƻŘŜέΦ ¢Ƙƛǎ ƳŜŀƴǎ ǘƘŀǘ ŀƭƭ ƴŜǿ ōƻƻƪƛƴƎǎ ŦǊƻƳ ǘƘŀǘ Ǉƻƛƴǘ 

onwards are put on a waiting list, even if a couple of people book off and the number of people booked 

on is less than the event capacity. 

To explain exactly why this is the case, we have to explain the behaviour in the old system. In the old 

system, if the capacity was 30, the top 30 people on the list would be on the main list, and any excess 

were on the waiting list. If person number 25 booked off, then person number 31 would drop down into 

the main list. However, if the event accommodation was already sorted and person number 25 was a 

young female, placed with other young females in a house, and person number 31 was a male, this 

presents problems. Thus, in the new system, when someone books off an event when it is full, the 

website does not let anybody new onto the event. Instead, it notifies you, the organiser, and lets you 

choose if you want to move somebody onto the main list. 

To move people off and on the waiting list, Ǝƻ ǘƻ ǘƘŜ ŜǾŜƴǘ ŀƴŘ ŎƭƛŎƪ ά{ŜŜ ǿƘƻΩǎ ōƻƻƪŜŘ ƻƴέ 

 

You will then see a list of people booked on, along with a button allowing you to move on or off the 

waiting list 

 

Clicking the button moves the person to the other list. 
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Accessing booking information  
When people book onto your event, you will then have access to their information and details on their 

booking. This is for use in organising your event. The main way of accessing their information is via the 

aƛŎǊƻǎƻŦǘ 9ȄŎŜƭ ŜȄǇƻǊǘŜǊΦ ¢ƻ ŀŎŎŜǎǎ ǘƘƛǎΣ ŦƛǊǎǘ ŎƭƛŎƪ ά5ƻǿƴƭƻŀŘ ǘƘŜ ƭƛǎǘ ƻŦ ŀǘǘŜƴŘŜŜǎέΣ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ά9ȄŎŜƭ 

Spreadsheet of attendeŜǎέΦ 

  

 

Please note that there are several pages on the spreadsheet. 

  

You can then sort, prepare lists, and merge information from this into letters (or any other function you 

see fit).   
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Email Notifications  
Youthweekends.com sends out emails when certain events happen. 

For instance, when someone books onto an event, they receive an email similar to the following: 

  

The event organiser also receives an email similar to the following: 
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Custom Emails 
Youthweekends.com also allows you send custom emails to people booked onto your event. To do this, 

ŦƛǊǎǘ ŎƭƛŎƪ ά{ŜƴŘ ŀ ƳŜǎǎŀƎŜ ǘƻ ŜǾŜƴǘ ŀǘǘŜƴŘŜŜǎέ 

 

Next, choose who you want to send the email to, and type a message in the large input box provided. 

You may choose from sending the email to: 

 Everybody booked on 

 Everybody on the main list 

 Everybody on the waiting list 

 Those not paid on the main list 

(the main list is those attendees on the booked on list, i.e. not the waiting list) 

  

The emails will then be sent out to the people in the chosen group. Emails will not be sent to 

unconfirmed attendees ς if there are unconfirmed attendees for your event, a warning will be shown at 

the top of the screen.   
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Managing Organisers  
Most events have a group of people organising it. You probably have someone in charge of bookings, 

someone sorting out accommodation and someone else doing catering, at the very least. You therefore 

need to let several people access the information stored for your event on youthweekends.com, and the 

organisers menu helps you to do this. 

To leǘ ƳƻǊŜ ǇŜƻǇƭŜ ŀŎŎŜǎǎ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴΣ ŎƭƛŎƪ ά{ŜŜ ǿƘƻ Ŏŀƴ ŀŘƳƛƴƛǎǘǊŀǘŜ ǘƘƛǎ ŜǾŜƴǘέΦ 

 

You will then be taken to a list of people that can manage the event. At the start, you are probably the 

only person on this list. 

 

To add someone else (they need to have signed up for youthweekends.com before you can add them), 

Ƨǳǎǘ ŎƭƛŎƪ ά!ŘŘ ŀƴƻǘƘŜǊ ƻǊƎŀƴƛǎŜǊέ 
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9ƴǘŜǊ ǘƘŜƛǊ ŜƳŀƛƭ ŀŘŘǊŜǎǎΣ ŀƴŘ ŎƭƛŎƪ ά!ŘŘ hǊƎŀƴƛǎŜǊέ 

 

The second organiser will then have the same options as you do, and will receive emails when people 

booƪ ƻƴǘƻ ȅƻǳǊ ŜǾŜƴǘΦ hǊƎŀƴƛǎŜǊǎ Ŏŀƴ ōŜ ǊŜƳƻǾŜŘ ōȅ ŎƭƛŎƪƛƴƎ άwŜƳƻǾŜέ
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The Map 

Youthweekends.com will generate a map for your event that not only shows where your event will be, 

but also where other attendees are coming from. A small example is shown below: 

  

Attendee location 

Event Location 

 



 

Page 18 of 24 

Frequently Asked Questions  

 

vΥ LΩŘ ƭƛƪŜ ǘƻ ǳǎŜ ȅƻǳǘƘǿŜŜƪŜƴŘǎΦŎƻƳ ǘƻ ŀŘǾŜǊǘƛǎŜ Ƴȅ ŜǾŜƴǘΣ ōǳǘ ƴƻǘ ŀŎŎŜǇǘ ōƻƻƪƛƴƎǎ ǘƘǊƻǳƎƘ ƛǘΦ /ŀƴ L 

do this? 

A: Sorry, but no. Youthweekends.com is primarily a booking system and having events that cannot be 

booked onto dilutes this purpose and makes the site far less effective and useful. We realise that this 

limits the number of events people can see on the website, but think that in the long term this is the 

best option. We would advise putting it on the Faith Alive! events list which can be found at 

http://www.thechristadelphian.com/faithalive/whatson.html 

Q: My event is not held in the UK, can I still use YouthWeekends.com to manage my bookings?  

A: No. We have to authorise all the accounts created on the website. This is fairly straightforward as we 

know most of the Christadelphians in the UK so it isn't hard to verify their identities. However, our 

knowledge of people further afield is somewhat limited. If you think your country would benefit from 

using the YouthWeekends.com booking system let us know; taking the site international is something 

we might consider in the long term.  

Q: How secure is YouthWeekends.com?  

A: The website is very secure. We don't even know your passwords! The passwords are encrypted with a 

one-ǿŀȅ ƘŀǎƘΦ ²Ŝ ŘƻƴΩǘ ǘŀƪŜ ǇŀȅƳŜƴǘǎ ƻƴƭƛƴŜ ŀƴŘ ǎƻ ƴƻ ŦƛƴŀƴŎƛŀƭ ŘŜǘŀƛƭǎ ŀǊŜ ǎǘƻǊŜŘ.  

Q: I have a great idea for a Christadelphian website! Can you help me write it?  

A: Administering YouthWeekends.com and creating new features takes up a lot of our time. Individually, 

the members of the development team are also involved with their own personal projects and so it's 

unlikely that we'd have time to produce another site.  

However, we do have a lot of technical knowledge and access to a number of development systems 

(SVN, continuous integration, hosting, Bible/concordance and daily readings databases) which we're 

happy to share if you're serious about your project. Drop us a line, we're always interested to hear what 

other people are working on.  

Q: I am proficient in Ruby-on-Rails and would like to help out. Can I?  

A: Maybe! If you are interested in helping out please get in touch. Depending on our workload and the 

number of new features we are working on (and how interdependent they are) we may have some 

additional work that you could get involved with. 
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Q: Can I add additional details to the registration form (i.e. customise it)? 

A: No, not currently. IŦ ȅƻǳ ǘƘƛƴƪ ǘƘŀǘ ǿƻǳƭŘ ōŜ ǳǎŜŦǳƭΣ ǘŜƭƭ ǳǎ ŀƴŘ ǿŜΩƭƭ ǘƘƛƴƪ ŀōƻǳǘ Ƙƻǿ ǘƻ ōŜǎǘ ƛƴǘŜƎǊŀǘŜ 

it into the site 

Q: Can attendees contact other attendees, for example to arrange lifts? 

A: No, but by using the map function they will be able to see if there are other attendees coming from 

near them, and so then contact them directly if they know the person, or get in touch with the event 

organisers in order to get the contact details of the other attendee. This is to generally reduce the 

amount of personal information available on the site.  
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Appendix  

Event Notification Checklist  
When you come to add your weekend to the YouthWeekends.com website you will be prompted to 

enter the following information. Take this form to your event planning meeting and use it as a guide to 

your discussions. Don't forget to make sure you have filled in all the event details below by the end of 

your meeting! 

 


