
Inclusive Practices of Socially 
Connected Communities

Event Planning Guide



Main Goal:

• A successful event happens when the event planners take into 
account the attributes of the attendees to ensure full participation.



Phases for a Successful Event

• Planning
• Day of the Event
• Follow- up



Planning Considerations

• Take into account the purpose of the event, who is to attend, and the 
attributes (i.e. languages, abilities, other barriers) of those attendees.

• Written communication needs to be in the languages and reading levels of 
the participants.

• When possible, use a registration process as part of outreach to determine 
the various needs of the participants.

• If a registration process isn’t possible, establish advisory contacts from various sectors to 
garner input about the anticipated needs of the participants.

• View the physical space to plan for accommodations
• Send materials/instructions to anticipated attendees ahead of time to 

help prepare for the event
• Compose evaluation tool to be distributed throughout the event.



Day of Event

• Hold orientation for volunteers so they know what to do and what to 
communicate if asked by attendees.

• Set up an information center to assist attendees.
• Make methods for reporting available for event planners and 

volunteers.
• Distribute evaluations to attendees throughout the event.



Follow-Up

• Evaluate the event by hosting a follow-up meeting.  Review notes 
recorded at the event and evaluations from attendees.

• Use feedback to plan for future events.
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