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A HUGE Thank You To Everyone Who Made Our 

Physical Activity Fair A Success!! 

Back On My Feet 

Bicycle Coalition 

CareLink 

City of Philadelphia, Parks & Recreation 

COMHAR 

Deck Conspiracy 

Elwyn 

Get Healthy Philly 

Horizon House 

Indego 

November Project 

Pathways to Housing 

Philly Gets Fit 

Project Home 

Roots Philly Yoga 

Stephen Klein Wellness Center 

TU Collaborative on Community Inclusion of Individuals 

with Psychiatric Disabilities 

TU Recreation Therapy Students 

YMCA, Columbia North Branch 

This event and the development of this manual were developed through funds and resources from 

Temple University and the National Institutes on Disability, Independent Living, and Rehabilitation 

Research (NIDILRR grant number- 90RT5021-02-00). NIDILRR is a Center within the Administration for 

Community Living (ACL, Department Health and Human Services (HHS). The content of this document 

does not necessarily reflect the views of the funding agencies and you should not assume endorsement 

by the Federal Government. 
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Introduction  

The Temple University Collaborative on Community Inclusion of Individuals with Psychiatric Disabilities is 

a Rehabilitation Research and Training Center, funded by the National Institute on Disability and 

Rehabilitation Research to conduct state-of-the-art research and knowledge translation activities to 

improve opportunities for community inclusion of people with psychiatric disabilities. 

DirectŜŘ ōȅ aŀǊƪ {ŀƭȊŜǊΣ tƘΦ5Φ tǊƻŦŜǎǎƻǊ ŀƴŘ /ƘŀƛǊ ƻŦ ¢ŜƳǇƭŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ 5ŜǇŀǊǘƳŜƴǘ ƻŦ   wŜƘŀōƛƭƛǘŀǘƛƻƴ 

Sciences, The Temple University Collaborative seeks to: 

- Target obstacles that prevent people with psychiatric disabilities from fully participating in  their 

communities; 

develop the services and supports consumers and communities need to promote full integration 

into all aspects of community life; and 

expand the range of opportunities for people who have psychiatric disabilities to participate in 

their communities as active, equal members. 

- 

- 

¢ƘŜ  ¢ŜƳǇƭŜ  ¦ƴƛǾŜǊǎƛǘȅ  /ƻƭƭŀōƻǊŀǘƛǾŜ  ƛǎ  ōŀǎŜŘ  ŀǘ  ¢ŜƳǇƭŜ  ¦ƴƛǾŜǊǎƛǘȅΩǎ  5ŜǇŀǊǘƳŜƴǘ  ƻŦ   wŜƘŀōƛƭƛǘŀǘƛƻƴ 

Sciences. Partially driven by the mission of the Collaborative, the focus of the Department is on the 

promotion of full community participation of individuals with disabilities, with a particular emphasis on 

ƛƴŘƛǾƛŘǳŀƭǎ ǿƛǘƘ ǇǎȅŎƘƛŀǘǊƛŎ ŘƛǎŀōƛƭƛǘƛŜǎΦ ¢ƘŜ 5ŜǇŀǊǘƳŜƴǘ ƛǎ ¢ŜƳǇƭŜΩǎ ǊŜǎǇƻƴǎŜ ǘƻ ǘƘŜ ƛƴŎǊŜŀǎƛƴƎ 

recognition by providers, consumers, administrators, and policymakers of the importance of community 

participation in promoting both the health and wellness of persons with disabilities and the economic 

and social health of community life. 

For more information about the TU Collaborative, contact us at: 

Andrea Bilger, Assistant Program Coordinator 

Phone: 215-204-6779 

Fax: 215-204-3700 

Email: abilger@temple.edu 

The Temple University Collaborative 

1700 N. Broad Street 

Suite 313 

Philadelphia, PA 19122 

www.tucollaborative.org 
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Foreword 

¸ƻǳΩǊŜ ŎƻƴǎƛŘŜǊƛƴƎ ƻǊƎŀƴƛȊƛƴƎ ŀ tƘȅǎƛŎŀƭ !ŎǘƛǾƛǘȅ CŀƛǊΚ /ƻƴƎǊŀǘǳƭŀǘƛƻƴǎΗ ¢ƘŜǎŜ ǘȅǇŜǎ ƻŦ ŜǾŜƴǘǎ Ŏŀƴ ƛƴǎǇƛǊŜ 

enthusiasm and increased knowledge of physical fitness. They can also be a lot of fun! 

This handbook is the outcome of the Physical Activity Fair that we hosted in Philadelphia. The mission of 

our Physical Activity Fair was to connect people with serious mental illnesses to sustainable resources  

for physical activity. This is important, as these individuals are typically more sedentary and less likely 

than the general population to meet the physical activity guidelines. Individuals with mental health 

conditions have a life expectancy that is up to 30 years less than the general population, often due to 

modifiable behaviors. All of the decisions we made when organizing our event were focused on the 

Ƴƛǎǎƛƻƴ ǘƻ ŜŘǳŎŀǘŜΣ ŜƴǘŜǊǘŀƛƴ ŀƴŘ ƛƴǎǇƛǊŜ ǇŜƻǇƭŜ ǘƻ ƎŜǘ ƳƻǾƛƴΩΦ Lƴ ǘƘƛǎ ƘŀƴŘōƻƻƪΣ ǿŜ ǎƘŀǊŜ the lessons 

we learned about hosting this type of event. 

While this handbook is designed to assist you as you plan to organize a Physical Activity Fair, it is 

assumed that many events rely on similar structure and planning, therefore this handbook might serve 

as a helpful resource as you plan other types of events that promote community inclusion as well. 

¢ƘǊƻǳƎƘƻǳǘ ǘƘŜ ƘŀƴŘōƻƻƪΣ ǿŜΩƭƭ ƻŦŦŜǊ ǘƻǇƛŎǎ ŀƴŘ ǉǳŜǎǘƛƻƴǎ ŦƻǊ ŎƻƴǎƛŘŜǊŀǘƛƻƴΦ !ǎ ŀƴ ŜȄŀƳǇƭŜΣ ǿŜ ŀƭǎƻ 

include information related to the fair that we organized in Philadelphia. Our examples can be found in 

the red boxes in each section. 

We would love for this resource to be the start of a conversation about opportunities for promoting 

community inclusion and connecting consumers with mental health conditions to the community. We 

welcome all questions and comments. 

Thank you and good luck with your event! 

Gretchen Snethen, PhD, CTRS 

TU Collaborative on Community Inclusion 

1700 N Broad Street 

Philadelphia, PA 19121 

Brandon Snead, CTRS 

TU Collaborative on Community Inclusion 

1700 N Broad Street 

Philadelphia, PA 19121 

(215) 204-6719 

brandonsnead@gmail.com 

6 

 

mailto:brandonsnead@gmail.com


Physical Activity Fair Flowchart 

There are a lot of things to do with any ŜǾŜƴǘΦ .ŜƭƻǿΣ ǿŜΩǾŜ ŎǊŜŀǘŜŘ ŀ ŦƭƻǿŎƘŀǊǘ ǿƛǘƘ ǎƻƳŜ ƻŦ ǘƘŜ ōŀǎƛŎ 

tasks to consider when planning your event. 
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Community-Based Recreation 

At The TU Collaborative on Community Inclusion, an 

important part of our mission is encouraging participation in 

community-based activities that promote health and 

wellness. Our holistic view of health means that we consider 

physical health to be just one piece of the wellness puzzle 

which also includes cognitive, emotional and social 

functioning. When activities are enjoyable, people are more 

likely to remain motivated to continue participation, which 

promotes wellness and becomes a source of joy, meaning 

and identity. Opportunities for wellness are limited when 

community-based recreation opportunities are limited. 

Considerations When Encouraging 

Continued Community-Based 

Recreation 

Identify Interests 

Ask: What are your favorite things to 

do? What did you enjoy doing as a 

kid, teen or more recently? What was 

fun about those activities? What do 

your friends and family do that seem 

fun? What fun things might you like 

to try? 

Identify Values 

Ask: Why do you want to be more 

active? What would you like to 

achieve? What is important to you? 

Who is important to you? 

Know Your Community 

Maintain a list of resources 

accessible to your participants. 

Identify Barriers 

Barriers might include: cost, 

transportation, social interactions, 

time, skill level, knowledge of 

resources. 

Consider Holistic Benefits 

Shared activities can build 

relationships. Active lifestyles can 

inspire others, joy felt playing with 

your dog at a park, and adding 

structure to the day. 

As  you plan a  Physical  Activity  Fair, consider  how  you  will 

encourage people to get involved with their communities in 

ways that inspired continued wellness. Many agencies that 

offer physical fitness sessions are faced with the similar 

challenge: How do you maximize the benefits of activity 

sessions while also encouraging people to take what they 

learn and use it in the community? 

Start  by  considering the benefits of  agency-offered   fitness 

groups. As participants laugh and engage with other group 

members, they might realize that exercise can be fun. By 

offering activity modifications that allow participation at 

various skill levels, people build confidence that they can be 

successful   in   exercise   groups.   Fitness   groups   also  help 

participants    increase    strength,   stamina 

Interest, confidence and physical fitness 

participation in community-based activities. 

and 

can 

flexibility. 

encourage 

Also, become familiarized with activities available in your 

ǇŀǊǘƛŎƛǇŀƴǘǎΩ ŎƻƳƳǳƴƛǘƛŜǎΦ Yƴƻǿ ǘƘŜ ŎƘŀƭƭŜƴƎŜǎ ȅƻǳǊ 

participants face when trying to be active. Offer hand-outs 

that advertise events, activities and the benefits of physical 

activity. Hand-outs might include: local exercise groups and 

gyms, dance classes, parks, walking or hiking paths, or 

exercises you can do without expensive equipment. With a 

little planning, you can encourage people to take what they 

learn and incorporate it into their daily lives. 

   

For recreation and leisure resources 

designed to inspire increased 

physical activity, visit our website at 

www.tucollaborative.org 
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Encouraging Community Based Recreation 

We structured every piece of our Physical Activity Fair event to encourage community 

based recreation. Knowing many of the barriers faced by our participants are related to 

finances and transportation, we worked to connect attendees to free and low-cost 

resources available in centrally located areas or throughout the city. We invited groups 

to discuss various fitness activities that could be accessed throughout  Philadelphia, 

such as biking, walking, dance, yoga, and sports. We created and distributed hand-outs 

that explained ways to increase physical activity levels. Many of these forms can be 

found on our website, www.tucollaborative.org. We also advertised websites and 

businesses that could help attendees find more fitness information, like Yelp and 

UWishUNu. Finally, exercise groups taught movements that could be done anywhere 

and facilitators encouraged people to consider exercising with friends at home or in 

parks. 
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Mission & Objectives 

²ƘŜƴ ȅƻǳ ŎǊŜŀǘŜ ŀ Ƴƛǎǎƛƻƴ ǎǘŀǘŜƳŜƴǘ ŀƴŘ ƻōƧŜŎǘƛǾŜǎΣ ȅƻǳΩǊŜ 

giving your event a purpose. This allows others to quickly 

understand how they might benefit from attendance. It also 

helps you to focus on who you want to be involved and why. 

Take time before your event to determine your mission and 

objectives for an event. 

Mission Statement 

A mission statement is a quick and concise  explanation of 

ǘƘŜ ŜǾŜƴǘΩǎ ǇǳǊǇƻǎŜΦ ¢ƘŜ ōŜǎǘ Ƴƛǎǎƛƻƴ ǎǘŀǘŜments are easily 

understood and memorable. Every word counts, so use 

words that sizzle and might stick with the reader. Avoid 

ƧŀǊƎƻƴ ǿƻǊŘǎΣ ƭƛƪŜ ΨǿƻǊƭŘ-ŎƭŀǎǎΩ ƻǊ ΨǳƴƛǉǳŜΦΩ ¢ƘŜǎŜ ǘŜǊƳǎ Ŏŀƴ 

ǎƻǳƴŘ ƎƛƳƳƛŎƪȅ ŀƴŘ ǘƘŜȅ ŘƻƴΩǘ ƘƻƭŘ ƳǳŎƘ ƳŜŀƴƛƴƎΦ {ǘƛŎƪ 

with a direct goal statement. Also, be sure that your mission 

ƛǎ ǇƻǎǎƛōƭŜΦ 5ƻƴΩǘ ƳŀƪŜ ȅƻǳǊ Ƴƛǎǎƛƻƴ ōƛƎƎŜǊ ǘƘŀƴ ǿƘŀǘ ȅƻǳΩǊŜ 

working to accomplish. A too big mission statement might 

ōŜΣ άDŜǘ ŜǾŜǊȅƻƴŜ ƛƴ tƘƛƭƭȅ ŜȄŜǊŎƛǎƛƴƎ ŘŀƛƭȅΦέ aŀȅōŜ ǘƘŀǘΩǎ ŀ 

long-term goal, but for your event you might have a more 

ŀŎŎƻƳǇƭƛǎƘŀōƭŜ ƳƛǎǎƛƻƴΣ ǎǳŎƘ ŀǎΣ άƛƴǘǊƻŘǳŎŜ ŎƻƳƳǳƴƛǘȅ 

members to fun fitness opportunities in tƘƛƭƭȅΦέ 

Objectives 

bŜȄǘ ȅƻǳΩƭƭ ŎǊŜŀǘŜ ƻōƧŜŎǘƛǾŜǎΦ hōƧŜŎǘƛǾŜǎ ŀǊŜ ŎƻƴŎǊŜǘŜ ǘŀǎƪǎ 

that will be completed in an effort to meet your mission 

statement. Remain concise and specific. What will you offer? 

Lectures, exercise sessions and information tables might 

introduce guests to fitness opportunities. 

Agency Goals 

²ƘƛƭŜ ȅƻǳΩǊŜ ŎƻƴǎƛŘŜǊƛƴƎ ǘƘŜ ǇǳǊǇƻǎŜ ŦƻǊ ǘƘŜ ŜǾŜƴǘ ŀƴŘ Ƙƻǿ 

it can serve the attendees, think about your agency goals  

too. These are internal goals and focus on assuring that your 

agency is getting the most bang-for-the-buck. These goals 

probably will not make it onto your mission statement but 

ǘƘŜȅΩǊŜ ƛƳǇƻǊǘŀƴǘΦ /ƻƴǎƛŘŜǊ ǘƘŜ Ŏƻƴƴections you can make 

that will help you to achieve your mission, the public 

relations and agency advertising associated with your event, 

the awareness you can raise to help your cause, and staff 

development opportunities associated with hosting an  

event. 

Mission Statement Examples 

Increase awareness of the need for 
physical activity in our community 

Increase understanding of the 
ŎƻƳƳǳƴƛǘȅΩǎ ƴŜŜŘǎ ŀǎ ŜȄǇǊŜǎǎŜŘ ōȅ 
community members 

Increase the partnership between 
consumers and providers 

Objectives Examples 

Facilitate lectures and distribute 
printed materials 

Create surveys and distribute to 
community members 

Facilitate break-out brainstorming 
sessions with consumers and 
providers 

Considerations when writing your 

mission statement and objectives 

Determine your values 

What about this event is most 

important? How does this event 

ŎƻƴƴŜŎǘ ǘƻ ȅƻǳǊ ŀƎŜƴŎȅΩǎ ƳƛǎǎƛƻƴΚ 

Anticipated Outcomes 

How will attendees benefit from the 

event? 

Objectives 

What will you do to make your 

mission possible? Are your objectives 

and mission possible? Consider time, 

finances & resources. 

Agency Goals 

How can your agency and employees 

benefit from the event? Do various 

departments have their own goals 

for the event? Who needs to know 

your agency goals? 

10 

 

 

 



11 

 

 

 

 

 

 

 

 

 

 

 
 

Our Mission & Objectives 

Mission: Educate, entertain and inspire people to get moving 

Objectives: Provide education sessions, information tables & activities related to: 1) the 

importance of physical activity, 2) community resources to enhance physical activity levels, 3) 

strategies to incorporate physical activity into daily life, and 4) setting and monitoring physical 

activity goals. 

Our Agency Goals 

Below we list a few of our agency goals and the work we did to make them possible. 
 

Goal Work 

Recruit: 3 education session 
facilitators, 3 exercise session 
facilitators, & 15 information tables 

We researched and contacted businesses that 
offered physical fitness opportunities. We focused 
on those that advertised their focus on service. 

Recruit 100 consumers and 
providers from local mental health 
agencies 

We involved mental health agencies from the start, 
by requesting suggestions for the event date, 
location, and activities. 

Offer activities that are accessible to 
all attendees, despite physical and 
cognitive abilities 

We discussed accessibility with session facilitators 
and staffed volunteers to offer one on one 
assistance to attendees, as needed. 

Offer staff and volunteers a career 
development opportunity 

We involved student volunteers, interns and staff 
with little event planning experience. 

Keep costs under $1,000 
 

We avoided unnecessary costs. Our team assumed 
all event responsibilities without hiring outside help. 

Increase professional connections 
between us, consumers, providers 
and physical fitness businesses. 

We established contacts with people at the fair who 
share our vision and look forward to continued 
collaborations. 

MAKE IT FUN FOR EVERYONE!! 
 

We welcomed everyone whole-heartedly. 
Volunteers, staff and providers were encouraged to 
participate in events. We played music, gave gifts to 
attendees and offered activities that were engaging 
and participatory. 

 

 

 



Event Committee & Staffing 

9ǾŜƴǘǎ ǊŜǉǳƛǊŜ ŀ ƭƻǘ ƻŦ ǿƻǊƪΦ 9ǎǇŜŎƛŀƭƭȅ ǿƘŜƴ ƻǊƎŀƴƛȊƛƴƎ ŀ ƭŀƎŜǊ ŜǾŜƴǘΣ ȅƻǳΩƭƭ ōŜ ƭǳŎƪȅ ƛŦ ȅƻǳ ƘŀǾŜ ŀ ƎǊŜŀǘ 

team to help. Each team member should clearly understand their role. This might start with a giant to- 

do list of tasks to be assigned. Or members might take responsibility for entire areas, such as volunteers, 

creating forms and flyers, or recruiting presenters and attendees. Close communication among your 

team  will  be  important  throughout  your  event  planning, 

members and encourage everyone to use their strengths! 

Roles & responsibilities to consider 

execution and wrap-up. Pick great team 

In Appendix A, ȅƻǳΩƭƭ ŦƛƴŘ ŀƴ 9ǾŜƴǘ /ƘŜŎƪƭƛǎǘ ǘƘŀǘ Ŏŀƴ ōŜ ǳǎŜŘ ǘƻ ƘŜƭǇ ȅƻǳ ƻǊƎŀƴƛȊŜ ȅƻǳǊ ŜǾŜƴǘ ǘƻ-do list 

and   to   determine   some   things   that   need   to   be   discussed   during   event   planning     meetings. 

12 

Role Responsibilities 

Event Coordinator 
 

¶ Main contact to answer and direct questions related to the event 

¶ Maintain communication & plan meetings among event committee 

¶ Keep track of timeline 

¶ Manage licenses and legal waivers 

¶ At event: assume responsibility for overseeing event needs and schedule 
Presenter 
Coordinator 

 

¶ Create presenter agreement forms and process honorariums 

¶ Recruit and show appreciation to presenters 

¶ Create survey for attendees to rate each presenter 

¶ Write brief descriptions of presentations, presenter bios 
¶ At event: manage presenters, introduce presentations, assure rooms are 

set-up and there are no technical issues 

Attendee 
Coordinator 

 

¶ Create forms (registration and sign-in sheets) 

¶ Recruit attendees & show appreciation 

¶ At event: manage registration table at the event and greet guests 

Marketing 
Coordinator 

 

¶ Write and submit press releases (before and after event) 

¶ Create marketing flyers, social media presence and webpage 

¶ At event: organize press and photographer, select interviewees 
Donations 
Coordinator 

¶ Request, receive, organize and distribute donations & show appreciation 
 

Volunteer 
Coordinator 

 

¶ Create volunteer forms 

¶ Recruit, assign duties, train volunteers & show appreciation 

¶ At event: manage volunteers and serve as a contact for all volunteers 

Volunteers & Line 
Staff 

 

Volunteers may take various levels of responsibilities, including: office help 
(i.e., data entry, making copies), event check-in, catering, photographer, 
décor, event set-up & break-down, research (i.e., find donors, attendees, 
presenters, volunteers, locations). Volunteers can also assist as assistants to 
session facilitators. 
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Staffing 

We hosted an event for approximately 125 attendees. Our Physical Activity Fair offered 3 

education sessions, 3 exercise sessions and 15 information tables. 

For a fair of this size, we recommend at least three people share responsibility for the 

planning. One person on our team assumed responsibility for most of the planning and it 

was exhausting. 

During our event, staff members took responsibility for each of the coordinator positions 

listed on the previous page. We also recruited six volunteers who helped during the entire 

event. Volunteers greeted and checked-in guests, gave directions, and assisted exercise 

facilitators by offering one on one assistance and adaptations that could be used, assuring 

that fitness groups were inclusive of people with various physical fitness abilities. 

Volunteers also hosted an information table where they met with attendees one-on-one 

to encourage them to consider leisure interests and steps they could take to be more 

active. They used the Interests Survey and Next Steps form that can be found in Appendix  

E. 
 

 

 



Date & Time 

¸ƻǳΩƭƭ ǇǊƻōŀōƭȅ ōŜ ƭƻƻƪƛƴƎ ǘƻ ŀǘǘǊŀŎǘ ōƻǘƘ ǇǊŜǎŜƴǘŜǊǎ ŀƴŘ 

attendees for a physical activity fair. Take time to brainstorm 

who you need and want to be involved. Create a list of VIP 

Date & Time Considerations 

Availability of staff and management 

Conflicts related to road closures or 

public transportation delays 
staff,   attendees   and  presenters. 

determine a date and time that 

amount of people. 

Consult   with   them  to 

works  for  the   greatest 

Conflicts with other local events that 

attendees might appeal to your 

guests 
Review local event calendars and consult with   professionals 

in your field to find a date that is not compromised with 

other local or national events which may impact attendance. 

A big event, like a parade, celebration, or marathon can 

interrupt traffic. If there are scheduled train delays, that 

could be a barrier to attendance for people who rely on 

ǇǳōƭƛŎ ǘǊŀƴǎǇƻǊǘŀǘƛƻƴΦ ¸ƻǳ ŎŀƴΩǘ Ǉƭŀƴ ŦƻǊ ŜǾŜǊȅǘƘƛƴƎΣ ōǳǘ ǿith 

a little research, you might be able to avoid a future 

headache! 

Availability of VIP presenters 

Availability of VIP attendees 

Availability of volunteers 

Typical weather 

Best time of day for your guests 

Also  consider  the  season.  Yoǳ  ŎŀƴΩǘ  ōŀǊƎŀƛƴ  ǿƛǘƘ  aƻǘƘŜǊ 

Nature, but you could probably approximate the 

temperature  based  on  the  season  and  the  time  of   year. 

Attendance can be impacted by weather even when the 

event is planned indoors. Cold, heat and rain may thwart the 

motivation necessary for attendees to leave their homes. If 

ȅƻǳΩǊŜ ǇƭŀƴƴƛƴƎ ŀƴ ƻǳǘŘƻƻǊ ŜǾŜƴǘΣ ŎƻƴǎƛŘŜǊ Ǌŀƛƴ ŘŜƭŀȅ ŘŀǘŜǎΣ 

tents and locations that offer alternative indoor space for 

your event. Be sure attendees know about your stormy 

weather plans. 

Whenever you decide to host an event, be sure to give 

yourself plenty of time to plan. There are many tasks to 

complete and you will probably need at least three months 

of planning for a Physical Activity Fair similar to ours. This 

will allow time for creating necessary documentation, guest 

recruitment and to create a buzz around the event. 
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Selecting the Date & Time 

Before setting a date, our team met to discuss which agencies we hoped would be 

involved. We listed a few large mental health agencies and contacted them before 

setting a date for our event. Just by reaching out to agencies, we exhibited our sincere 

commitment to serving their consumers. We asked about times that were free for staff 

and consumer involvement, and requested suggestions for ways we could best serve 

their consumers. These conversations grew into so much more. Many of the agencies  

we contacted partnered with us in the process of recruiting attendees. They booked 

vans and cars to transport their consumers to the event. Others paid for their 

ŎƻƴǎǳƳŜǊǎΩ ǇǳōƭƛŎ ǘǊŀƴǎǇƻǊǘŀǘƛƻƴΦ ¢ƘŜȅ ŀŘƧǳǎǘŜŘ ǘƘŜƛǊ ŎŀƭŜƴŘŀǊǎΣ ǳǎƛƴƎ ǘƘŜ ŜǾŜƴǘ ŀǎ ŀ 

ǇŀǊǘ ƻŦ ǘƘŜ ŘŀȅΩǎ ǎŎƘeduled therapy and fitness groups. They talked with other 

professionals. Quickly and surprisingly, a buzz started among the agencies we hoped to 

involve and it started when we involved them early in the planning process. 

We learned about our consumers too. Fridays have lighter attendance at many agencies 

ŀƴŘ ŜŀǊƭȅ ƳƻǊƴƛƴƎǎ ŀǊŜ ŘƛŦŦƛŎǳƭǘ ŀǎ ŎƻƴǎǳƳŜǊǎ ŀǊǊƛǾŜ ŀǘ ŘƛŦŦŜǊŜƴǘ ǘƛƳŜǎΦ ²ƘŜƴ ȅƻǳΩǊŜ 

planning an event, we encourage an open dialogue where you act as an information 

collector seeking recommendations to assure you can learn as much as possible about 

ǘƘŜ ǇƻǇǳƭŀǘƛƻƴ ȅƻǳΩǊŜ ƘƻǎǘƛƴƎ ŀǎ ǘƘŜȅ Ƴŀȅ ƘŀǾŜ ŀǾƻƛŘŀōƭŜ ōŀǊǊƛŜǊǎ ǘƻ ǇŀǊǘƛŎƛǇŀǘƛƻƴΦ 
 

 

 

 



Location 

Most cities have a variety of options for where to host 

events. Places might include parks, community centers, 

hotels, restaurants, corporate event spaces, and universities. 

There are so many things to consider, including your budget, 

space needs, and proximity to attendees, presenters and 

volunteers. Consider areas that are central and easy to reach 

by car and public transportation. Make a list of needs you 

have for the location of your event. 

Location Considerations 

Parking 

Restrooms 

Kitchen 

Water fountains 

Size and appropriateness for 

activities 

Centrally located 

Public transportation 

Rules for set-up & break-down 

Restrictions on displaying event 

information and agency 

banners 

Condition of the physical space 

Wheelchair Accessibility 

Ability to alter lighting and 

temperature 

Audio visual equipment 

Availability of venue staff for 

set-up, break-down, serving 

food, helping with AV 

equipmenté 

LǘΩǎ  ōŜǎǘ  ƛŦ  ǘƘŜ  ƭƻŎŀǘƛƻƴ  ƻŦ  ȅƻǳǊ  ŜǾŜƴǘ  ƛǎ  Ŝŀǎȅ  ǘƻ  ŦƛƴŘ ŀƴŘ 

centrally located. Include the address and directions on your 

webpage, social media, invitations, press releases and flyers. 

Size & Characteristics of the space 

What will you offer at your physical activity fair? Consider 

space needed for activities such as exercise groups, 

information tables, lectures, eating and mingling. Take time 

to consider a space that is large enough to accommodate 

ŜǾŜǊȅƻƴŜ ōǳǘ ǎƳŀƭƭ ŜƴƻǳƎƘ ǘƘŀǘ ƛǘ ŘƻŜǎƴΩǘ ŦŜŜƭ ŜƳǇǘȅ ǿƘŜƴ 

filled with your anticipated amount of attendees. 

Be  sure  to  plan  the  layout  of  the  space.  How  will      you 

organize tables and chairs? Where will presenters stand 

when they facilitate sessions? Are there behind-the-scene 

areas for storage, trash and food preparation? Consider the 

flow of the event. Where will guests enter and exit? How will 

they move through the event? Where will they sit, stand and 

participate in activities? Avoid clogged areas, if possible. 

²ŜΩǊŜ ƻƴƭȅ ŀ ŦŜǿ ǇŀƎŜǎ ƛƴǘƻ ǘƘƛǎ Ƴŀƴǳŀƭ ŀƴŘ ǿŜΩǊŜ ŀōƻǳǘ ǘƻ 

mention weather a second time! Bad weather is a huge 

unpreventable fear in the event planning business. Consider 

rain delay dates or locations that offer flexible 

indoor/outdoor spaces. During warm months, you might 

offer ice water, tents or cool-off shaded areas for people 

who are sensitive to heat and sunlight. Rain, snow and 

excessive heat can decrease attendance at both indoor and 

outdoor events as people are less likely to brave the weather 

so plan as well as possible. Fingers crossed! 

In   Appendix   A,   ȅƻǳΩƭƭ   ŦƛƴŘ  ŀ 

Venue Checklist that we used to 

record 

possible 

Physical 

information about 

locations  to  hold  our 

Activity Fair. 
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Selecting a Location 

We opted to host our event indoors. We chose a date in the fall and crossed our 

fingers, hoping the weather would cooperate. We were lucky to find that the 

ŘŀȅΩǎ ǿŜŀǘƘŜǊ ǿŀǎ ƴŜŀǊ ǇŜǊŦŜŎǘΣ ǎǳƴƴȅ ŀƴŘ тлΩǎΦ !ǘ ǘƘŜ ƭŀǎǘ ƳƛƴǳǘŜΣ ǿŜ ǿƻƴŘŜǊŜŘ 

ƛŦ ǿŜ ǎƘƻǳƭŘ ƳƻǾŜ ǎƻƳŜ ŀŎǘƛǾƛǘƛŜǎ ƻǳǘŘƻƻǊǎΦ .ŜŎŀǳǎŜ ǿŜ ƘŀŘƴΩǘ ǇƭŀƴƴŜŘ ŦƻǊ ǘƘƛǎ in 

ŀŘǾŀƴŎŜΣ ǿŜ ƻǇǘŜŘ ǘƻ ǎǘƛŎƪ ǿƛǘƘ ƻǳǊ ƻǊƛƎƛƴŀƭ ǇƭŀƴΦ Lƴ ǘƘŜ ŦǳǘǳǊŜΣ ǿŜΩƭƭ ŘŜŦƛƴƛǘŜƭȅ 

consider offering indoor/outdoor activities to assure that we can take advantage 

of the bests of both environments. 
 

 

 



Finances 

Budget 

When setting your budget, start by listing the 

things which are necessary for your event to 

function. If your budget is limited, start by 

prioritizing  what  costs  are  necessary  versus 

Budget Considerations 

Event space 

Include fees for tables, chairs, and 

audio/visual equipment. 

things   that   would   be   nice to   offer.   Get Permits 

You might need to consult a legal 

representative. 

estimates because prices can range 

drastically.  Also,  record  your estimates  and 

event   expenses,   including   the   staff     time 

required to organize your event. This 

information can help greatly in future event 

planning. 

Revenue 

The focus of many events is to raise money to 

support services. In this manual, we are 

focused on helping readers host an event that 

is meant to raise awareness and connect 

vulnerable populations to services. This 

ŘƻŜǎƴΩǘ ƘŀǾŜ ǘƻ ƳŜŀƴ ǘƘŀǘ ǘƘŜǊŜ ƛǎ ƴƻ ƻǇǘƛƻƴ 

to raise funds. If fund raising is not your 

primary focus, you might still consider raising 

funds to lower the cost of your event. Many 

events charge businesses who will promote 

their business or product. Attendees might 

pay for educational and fitness activities 

ȅƻǳΩǊŜ ƻŦŦŜǊƛƴƎΦ ¸ƻǳ Ŏŀƴ ŀƭǎƻ ƻŦŦŜǊ ǊŀŦŦƭŜǎΣ 

auction items or food sales. You could partner 

with a large business who has a  similar 

interest and resources to pay for the event. 

Or, you could simply request voluntary 

donations. Consider your goals for raising 

money in advance of the event and make that 

clear to attendees. 

Record Costs 

Record your estimates and costs. Your finance 

office might request these and they can 

become valuable information for when you 

plan future events. 

Paid Staff 

Costs include people hires for the event and 

ŜȄƛǎǘƛƴƎ ǎǘŀŦŦΩǎ ƘƻǳǊǎ ŘŜŘƛŎŀǘŜŘ ǘƻ ǘƘŜ ŜǾŜƴǘΦ 

Transportation & Lodging 

Costs can include flight & hotel, taxis, parking 

and subway fees. Consider what you will offer 

to whom and make agreements in advance. 

Printing 

Name badges, programs, certificates of 

ŀǘǘŜƴŘŀƴŎŜΧ IƛǊƛƴƎ ŀ ǇǊƛƴǘƛƴƎ ŎƻƳǇŀƴȅ Ŏŀƴ 

be cheaper and easier! 

Catering & Food 

Décor & Entertainment 

ŦƭƻǿŜǊǎΣ ǘŜƴǘǎΣ ƳǳǎƛŎΧ 

Hand-outs & gifts of appreciation 

pedometers, water bottles, key chains 

Honorariums (presenter fees) 

Fund Raising 

Will you raise funds for your agency? 

In Appendix A, ȅƻǳΩƭƭ ŦƛƴŘ ŀ .ǳŘƎŜǘ  ²ƻǊƪǎƘŜŜǘ 

that we used to keep our event finances 

organized. 
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Setting a Budget 

We kept our costs as low as possible. Our staff split responsibilities and we recruited 

volunteer help from students and interns. We created all of our own marketing 

materials. We hosted the event on our college campus, which offered low-cost space, 

tables, chairs, audio visual equipment, and staff to set-up and break-down the event. 

We opted to avoid the costs of food and drink, instead encouraging the hosts of 

information table to offer healthy snacks and water to attendees. We also recruited 

donations from our university and encouraged information tables and presenters to 

offer hand-outs. Through donations, attendees received fruit and water, tote bags, 

water bottles, key chains, stress balls, and pedometers. 
 

 



Event Activities 

¢ƘŜ ŜǾŜƴǘΩǎ Ƴƛǎǎƛƻƴ ǎǘŀǘŜƳŜƴǘ ǎƘƻǳƭŘ ƘŜƭǇ ŘǊƛǾŜ ǘƘŜ activities offered and the organizations 
invited. When selecting activities for a Physical Activity Fair, consider the attendees and what will 
entertain, educate, and inspire. Consider their specific needs and what level of instruction is 
appropriate. Each session should be planned and scheduled in advance to suit their needs. Below 
we discuss some common activities that you might offer at your physical activity fair. Take time to 
consider how your event will be fun. Nobody wants to attend a dull event (including you) and 
ƴƻōƻŘȅ Ƙŀǎ Ŧǳƴ ŀǘǘŜƴŘƛƴƎ ǎŜǎǎƛƻƴǎ ǘƘŀǘ ǘƘŜȅ ŎŀƴΩǘ ŦƻƭƭƻǿΦ /ƻƴǎƛŘŜǊ ǿŀȅǎ ǘƻ ƳŀƪŜ ȅƻǳǊ ŜǾŜƴǘ Ŧǳƴ ōȅ 
including activities that will be accessible for all attendees! 

A printed program or schedule might offer a brief description of each session and a bio of the 
ƎǊƻǳǇΩǎ ŦŀŎƛƭƛǘŀǘƻǊΦ ¢Ƙƛǎ ŀƭƭƻǿǎ ǇŀǊǘƛŎƛǇŀƴǘǎ ǘƘŜ ƻǇǇƻǊǘǳƴƛǘȅ ǘƻ ǉǳƛŎƪƭȅ ǎŜŜ ǿƘŀǘ ƛǎ ƻŦŦŜǊŜŘ ǎƻ ǘƘŀǘ 
ǘƘŜȅ Ŏŀƴ ŘŜŎƛŘŜ ǿƘŀǘ ǎŜǎǎƛƻƴǎ ǘƘŜȅ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ŀǘǘŜƴŘΦ tǊƻƎǊŀƳǎ ƻŦǘŜƴ ŀƭǎƻ ƛƴŎƭǳŘŜΥ ǘƘŜ ŜǾŜƴǘΩǎ 
mission and a list of donors, attending agencies, and session leaders. The schedule we posted at our 
event can be found in Appendix A. 

Lecture Sessions 

Lectures are education focused. Their purpose is to present attendees with new information. 
Lecture facilitators might need access to computers, projectors, microphones and speakers. 
Attendees may require chairs, tables, pens and paper. Assure rooms are set-up appropriately prior 
to each lecture. 

Exercise Sessions 
Exercise groups teach attendees ways they can safely increase their physical activity levels. 
Attendees mirror the movements of facilitators. You might offer groups like, Zumba, yoga, or dance 
and need access to music. Consider your physical space, its size, and the noise levels when planning 
activities. 

Inf ormation Tables 

Hosts of information tables will typically use the table to distribute hand-outs and talk one-on-one 
to attendees about their agency or specialty. Information tables at a Physical Activity Fair might 
offer information related to gym scholarships, ways to be active, or increasing daily physical 
activity. 

Hand Outs 

Hand Outs can highlight important topics covered in a lecture, suggest ways to continue exercises 
learned during an exercise session or encourage people to participate in things discussed at 
information tables. Offering your guests hand-outs after each session is meant to inspire them to 
reconsider what they learned after the event. 

Session Evaluations 

Consider creating session evaluations for each session so that attendees can give you feedback 

regarding what they enjoyed and how you can improve future events. Surveys can be collected 

after each event or at the end of the day. 
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Activities 

hǳǊ tƘȅǎƛŎŀƭ !ŎǘƛǾƛǘȅ CŀƛǊΩǎ ŀǘǘŜƴŘŜŜǎ ƘŀŘ ŀ diversity of ability levels. Prior to the event, we 

planned to make our sessions inclusive. In this effort, we met with all of our session 

facilitators to discuss ways that discussions and activities could be the most inclusive. 

We decided to schedule volunteers to assist with exercise sessions. These volunteers taught 

adaptations and offered one-on-one support as needed. 

Education facilitators offered lots of videos, images and focused on engaging the group with 

discussions instead of typical lectures. 

Information tables listened as much as they shared and got to know the individuals they 

were speaking with. They engaged in conversations that assured the attendees understood 

the information that was being shared. 

The final result was that the event was fun for everyone. 
 

 



Legal Considerations 

When planning an event there are some things you might need to address with a legal representative. 

Upon arrival at our Physical Activity Fair, we asked all of our guests, volunteers and presenters to 

complete a Sign-In Sheet which included a photo-release and liability waiver. 

Legal considerations when planning an event might include: 

¶ 

¶ 

¶ 

¶ 

¶ 

¶ 

¶ 

¶ 

¶ 

Injury waiver 

Photo release 

Business agreement 

Cancellation policy 

Liability insurance 

Medical staffing requirements 

Certifications (CPR) requirements 

Security necessary 

Emergency planning 

Communications Considerations 

There are many things you could include in your communications. 

Considerations regarding information to share in communications with attendees, presenters, 

volunteers, and donors might include: 

¶ ¶ 

¶ 

¶ 

¶ 

¶ 

How do people RSVP to attend and apply 

to facilitate presentations? 

Mission 

Objectives 

Dress code 

Costs of participation 

Other attendees ς Guests of honor 

Location & directions 

Theme and activities being offered 

Indoor vs outdoor 

Food offered 

Accessibility & inclusivity 

Contact name, phone number, email, and 

address 

Iƻǎǘ ŀƎŜƴŎȅΩǎ ƴŀƳŜ ŀƴŘ ƎŜƴŜǊŀƭ 

information & website 

¶ 

¶ 

¶ 

¶ 

¶ 

¶ 

¶ 

A copy of our photo-release and liability waiver can be found in Appendix B. Many of our communication 
forms, including recruitment and thank you letters, can be found in Appendices B, C, and D. 
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Appendix A - 

Staying Organized 

We used a variety of methods to keep everything organized. We used an Excel spreadsheet to keep our 

ƭƛǎǘ ƻŦ ŎƻƴǘŀŎǘǎ ƻǊƎŀƴƛȊŜŘΦ ²Ŝ ŀƭǎƻ ǳǎŜŘ ǘƘŜ ŦƻǊƳǎ ȅƻǳΩƭƭ ŦƛƴŘ ƛƴ ǘƘƛǎ ŀǇǇŜƴŘƛȄ ǘƻ ŀǎǎǳǊŜ ǘƘŀǘ ǿŜ ǊŜƳŀƛƴŜŘ 

as organized as possible throughout the event. 

We also posted a schedule for the day which helped everyone (attendees and presenters) to know what 

ǘƻ ŜȄǇŜŎǘ ŀǎ ǘƘŜ Řŀȅ ǇǊƻƎǊŜǎǎŜŘΦ ¢Ƙƛǎ ǎŎƘŜŘǳƭŜ ǿŀǎ ǇƻǎǘŜŘ ǘƘǊƻǳƎƘƻǳǘ ǘƘŜ ŜǾŜƴǘΩǎ ǾŜƴǳŜΦ Lƴ ŀŘŘƛǘƛƻƴ ǘƻ 

ǘƘŜ ŘŀȅΩǎ ǘƛƳŜƭƛƴŜΣ ƛǘ ƛƴŎƭǳŘŜŘ ¢ƘŜ /ƻƭƭŀōƻǊŀǘƛǾŜΩǎ ƭƻƎƻ ŀƴŘ ƻǳǊ ŀƎŜƴŎȅΩǎ ǊŜŎƻƳƳŜƴŘŜŘ ǎƻŎƛŀƭ ƳŜŘƛŀ 

hashtags. 
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