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Introduction

The Temple University Collaborative on Community Inclusion of Individuals with Psychiatric Disa
a Rehabilitation Research and Traini@gnter, funded by the National Institute on Disability
Rehabilitation Research to conduct statkthe-art research and knowledge translation activities
improve opportunities for community inclusion of people with psychiatric disabilities.

DireclSR o6& alN)] {FfT SNE tKd5d t NEFSaaz2NI I yR /
Sciences, The Temple University Collaborative seeks to:

- Target obstacles that prevent people with psychiatric disabilities from fully participiatirigeir
communities;

- develop the services and supports consumers and communities need to promote full inte
into all aspects of community life; and

- expand the range of opportunities for people who have psychiatric disabilities to participa
their communities as active, equal members.

¢ KS ¢SYLX S ' YADBSNRERAGE | 2t 02N GADS Aa
Sciences. Partially driven by the mission of the Collaborative, the focus of the Departsmantthe
promotion of full community participation of individuals with disabilities, with a particular empha:
AYRAGARdzZ fa 6AGK LIAGOKAFINRO RAAlFIOAfAGASACd
recognition by providers, consumers, admirasors, and policymakers of the importance of commu
participation in promoting both the health and wellness of persons with disabilities and the ecc
and social health of community life.

For more information about the TU Collaborative, contasat;

Andrea Bilger, Assistant Program Coordin
Phone: 21582046779

Fax: 2158204-3700
Email:abilger@temple.edu

The Temple University Collaborat
1700 N. Broad Street

Suite 313

Philadelphia, PA 19122

www.tucollaborative.ort


mailto:abilger@temple.edu
http://www.tucollaborative.org/

Foreword

. 2dzONB O2y&aARSNAY3I 2NHIFYyAT AYy3 | tKeairolt 1 C
enthusiasm and increased knowledge of gbgkfitness. They can also be a lot of fun!

This handbook is the outcome of the Physical Activity Fair that we hosted in Philadelphia. The mi
our Physical Activity Fair was ¢onnect people with serious mental illnesses to sustainageurce:
for physical activity. This is importaras these individuals are typically more sedentary and less
than the general population to meet the physical activity guidelines. Individuals with mental
conditions have a life expectancyathis up to 30 years less than the general population, often di
modifiable behaviors. All of the decisions we made when organizing our event were focused
YAdaArAzy (G2 SRdOFGST SyiSNIFAY | yR Ay aLMteNdSson
we learned about hosting this type efent.

While this handbook is designed to assist you as you plan to organize a Physical Activity Fair, it i
assumed that many events rely on similar structure and planning, therefore this handbookseigt
as a helpful resource as you plan other types of events that promote community inclusion ¢
¢ KNRdzZAK2dzi GKS KIFIyRo221X ¢6SQft 2FFSNJ G2LIAO
include information related to the fair that we amgized in Philadelphia. Our examples can be foul
the red boxes in each section.

We would love for this resource to be the start of a conversation about opportunities for promotin
community inclusion and connecting consumers with mental headtiditions to the community. We
welcome all questions and comments.

Thank you and good luck with your eve

Gretchen Snethen, PhD, CTRS

TU Collaborative on Community Inclus
1700 N Broad Street

Philadelphia, PA 19121

Brandon Snead, CTRS

TU ColHborative on Community Inclusi
1700 N Broad Street

Philadelphia, PA 19121

(215) 2046719
brandonsnead@gmail.com


mailto:brandonsnead@gmail.com

Physical Activity Fair Flowchart

There are a lot of thingsto dowitha®y@Sy G & . St 246> 6SQ@BS ONBI (SR
tasks to consider when planning your event.

Administrative

Create Mission & Organize Event Set Budget Determine VIPs Determine Event

Objectives Committee (prioritize people Date, Time &

to recruit) Activities
Book
Venue & Food, Entertainment, Tables & Chairs
Audio Visual Equipment & Décor (flowers etc.)
Recruit
Attendees Volunteers Donations Press Presenters

\ 4

Manage Event
Approve set-up: AV Move all items to the Greet Presenters & Maintain Schedule &
equipment, food, event Attendees Respond to all Issues

entertainment,

table/chairs set-up
Post Event

Thank Everyone Wrap-Up Meeting

\l



Community-Based Recreation

At The TU Collaborative on Community Inclusion,
important part of our mission is encouraging paigetion in
communitybased activities that promote health a
wellness. Our holistic view of health means that we con:
physical health to be just one piece of the wellness pt
which also includes cognitive, emotional and sc
functioning. When advities are enjoyable, people are mc
likely to remain motivated to continue participation, wh
promotes wellness and becomes a source of joy, me:
and identity. Opportunities for wellness are limited wt
community-based recreation opportunities atinited.

As you plan a Physical Activity Fair, consider how yo
encourage people to get involved with their communitie
ways that inspired continueavellness. Many agencies tt
offer physical fithess sessions are faced with the sil
challenge: How do you maximize the benefits of act
sessions while also encouraging people to take what
learn and use it in the community?

Start by conskring the benefits of ageneayffered fitness
groups. As participants laugh and engage with other g
members, they might realize that exercise can be fun
offering activity modifications that allow participation
various skill levels, people badiitonfidence that they can |
successful in exercise groups. Fitness groups als
participants increase strength, stam and flexibility.
Interest, confidence and physical fithess can encourage
participation in communitybased activities

Also, become familiarized with activities available in yol
LI NOAOALI yiaQ O02YYdzyAGAS:
participants face when trying to be active. Offer hamds

that advertise events, activities and the benefits of phys
activity. Handouts might include: local exercise groups i
gyms, dance classes, parks, walking or hiking paths, ol
exercises you can do without expensive equipment. Wi
little planning, you can encourage people to take what 1
learn and incorporatét into their daily lives.

Considerations When Encouragin
Continued CommunityBased
Recreation

Identify Interests

Ask: What are your favorite things
do? What did you enjoy doing as ¢
kid, teen or more recently? What v
fun about those activities? What d
your friends and family do that see
fun? What fun things might you lik
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 lifestylesan
inspire others, joy felt playing with
your dog at a park, and adding
structure to the day.

For recreation and leisure resourct
designed to inspire increased
physical activity, visit ouwebsiteat
www.tucollaborative.org


http://tucollaborative.org/community-inclusion/resources/recreation-and-leisure-resources/
http://www.tucollaborative.org/

Encouraging Community Based Recreation

We structured every piece of our Physical Activity Fair event to encourage commun
based recreation. Knowing many of the barriers faced by our participants are related
finances and transportation, we worked to connect attendees to free andclost
resources available in centrally located areas or throughout the city. We invited grou
to discuss various fitness activities that could be accessed throughout Philadelpt
such as biking, walking, dance, yoga, and sports. We created and distributedtizsnd
that explained ways to increase physical activity levels. Many of these forms can
found on our website, www.tucollaborative.org.We also advertised websites and
businesses that could help attendees find more fithess information, like Yelp ar
UWishUNu. Finally, exercise groups taught movements that could be done anywhe
and facilitators encouraged people to consider exercisindp firiends at home or in
parks.



http://www.tucollaborative.org/

Mission & Objectives

2 KSy @2dz ONBFGS || YAaairzy
giving your event a purpose. This allows others to qu
understand how they might benefit from attendance. It ¢
helpsyou to focus on who you want to be involved and v
Take time before your event to determine your mission
objectives for an event.

Mission Statement

A mission statement is a quick and concise explanatis
0KS S@SyiliQa LlzN1J2 & Rebts sr&easil
understood and memorable. Every word counts, so
words that sizzle and might stick with the reader. A
2 NH2Yy 62 NRBI atar)] 2 N gu2dig AR
a2dzy R 3IAYYAO1le IyR (KSe& |
with a directgoal statement. Also, be sure that your miss¢
Aad Ll2aairofSe 52yQi YIS @
working to accomplish. A too big mission statement m
0S> aDSG SOSNE2YS Ay t KAf
longterm goal, but for you event you might have a mo
I O02YLX AaKFotS YAaarzys
members to fun fitness opportunitiesinK A f f & ® ¢

Objectives

bSEG @&2dzxQff ONBIFIGS 2062S80i
that will be completed in an effort to meet your ssior
statement. Remain concise and specific. What will you o
Lectures, exercise sessions and information tables r
introduce guests to fitness opportunities.

Agency Goals

2 KAfS 82dz2QNBE O2yaARSNAY3

it can serve theattendees, think about your agency gc
too. These are internal goals and focus on assuring that
agency is getting the most baifigr-the-buck. These goc
probably will not make it onto your mission statement
0KS@ QNB A YLR NI I yedtions yo yaa mat
that will help you to achieve your mission, the pu
relations and agency advertising associated with your e
the awareness you can raise to help your cause, and
development opportunities associated with hosting
event.

Mission Statement Example

Increase awareness of the need
physical activity in our communit

Increase understanding of the
O2YYdzyAtleQa yS¢
community members

Increase the partnership betweel
consumers and providers

ObjectivesExamples

Facilitate lectures and distribute
printed materials

Create surveys and distribute to
community members

Facilitate brealout 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 eveni
O2yySoOou (2 e2d:

Anticipated Outcomes
How will attendees benefit from tl
event?

Objectives
What will you do to make your

mission possible? Are youijective:
and mission possible? Consider til
finances & resources.

Agency Goals
How can your agency and employ

benefit from the event®o various
departments have their own goals
for the event? Who needs to know
your agency goals?

10



Our Mission & Objectives

Mission: Educate, entertain and inspire people to get moving

Objectives: Provide education sessions, information tables & activities related to: 1) the
importanceof physical activity, 2) community resources to enhance physical activity levels, :
strategies to incorporate physical activity into daily life, and 4) setting and monitoring physics

activity goals.

Our Agency Goals

Below we list dew of our agencygoals 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 opportunitieg/e 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, andactivities.

Offer activities that are accessible t
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 daff 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 assume
all event responsibilitiesithout hiring outside help.

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

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

MAKE IT FUN FOR EVERYONE!

We welcomed everyone wholeeartedly.
Volunteers, staff and providers were encouraged t
participate in events. We played music, gave gifts
attendees and offered activities that were engagin
and participatory.




Event Committee & Staffing

99Syia NBIJdANS | 20 2F 62N] ® 9aALISOALTtte gk
team to help. Each team member should clearly understand their role. This staghtwith a giant te
do list of tasks to be assigned. Or members might take responsibility for entire areas, such as vo
creating forms and flyers, or recruiting presenters and attendees. Close communication among y
team will be importah throughout your event plannin: executior and wrap-up. Pick great team
members and encourage everyone to use their strength

Roles & responsibilities to consider

Role Responsibilities

Event Coordiator Main contact to answer and direct questions related to gvent
Maintain communication & plan meetings among eveoinmittee
Keep track ofimeline

Manage licenses and legahivers

At event: assume responsibility for overseeing event needseanedule

Presenter
Coordinator

Create presenter agreement forms and prodessorariums

Recruit and show appreciation yesenters

Create survey for attendees to rate eguesenter

Write brief descriptions of presentations, presentsos

At event manage presenters, introduce presentations, assure rooms a
setup and there are no technicesues

=4 =8 =4 =4 =8| -8 -8 -

Attendee 1 Create forms (registration and sigmsheets)
Coordinator 1 Recruit attendees & shoappreciation

1 At event: manage registration table #ite event and greequests
Marketing 1 Write and submit press releases (before and adteznt)
Coordinator f Create marketing flyers, social media presencevaglopage

9 At event: organize press and photographer, seiletetrviewees
Donations 1 Request, receive, organize and distribute donations & shygpveciation
Coordingor
Volunteer 1 Create volunteeforms
Coordinator { Recruit, assign duties, train volunteers & shappreciation

1 At event: manage volunteers and serve as a contact fophihteers

Volunteers & Line| Volunteers may take various levels of responsibilities, including: office
Staff (i.e., data entry, making copies), event chétk catering, photographer
décor, event seup & breakdown, research (i.e., find donsr attendees
presenters, volunteers, locations). Volunteers can also assist as assista
session facilitators.

InAppendix A& 2 dzQf f FAYR Iy 9@Syid / KSO{ftAad kdolist C
and to determine some things that need to be discussed during event planning

12



Staffing

We hosted an event for approximately 125 attendees. Our Physical Activitgffeaed 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 1
planning. One person on our team assumed responsibility for most of the planning an:
was exhausting.

During our event, staff members took responsibility for each of the coordinator positiot
listed on the previous page. We also recruited six volunteers who helped during the ent
event. Volunteers greeted and checkirguests, gave directins, and assisted exercise
facilitators by offering one on one assistance and adaptations that could be used, assu
that fitness groups were inclusive of people with various physical fitness abilities.

Volunteers also hosted an information table whehley met with attendees onen-one

to encourage them to consider leisure interests and steps they could take to be mc
active. They used the Interests Survey and Next Steps form that can be folipdendix

E.

13



Date & Time

, 2dzQf f LINPOFofe o©S 22714
attendees for a physical activity fair. Take time to brainst
who you need and want to be involved. Create a list of V
staff, attendees and presentel Consult with them t
determine a date and time that works forthe greates
amount of people.

Review local event calendars and consult with professic
in your field to find a date that is not compromised w
other local or national events whighay impact attendanci
A big event, like a parade, celebration, or marathon
interrupt traffic. If there are scheduled train delays, t
could be a barrier to attendance for people who rely
LJdzo £ AO GNI yaALRNIFGAZ2Yy d | ith
a little research, you might be able to avoid a fut
headache!

Also consider the season.d¥o Ol y Qi ol N
Nature, but you could probably approximate the
temperature based on the season and the time of
Attendance can be impacted by weather even when
event is planned indoors. Cold, heat and rain rtrayart the
motivation necessary for attendees to leave their home
@2dzOQNB LI FyyAy3a |y 2dziR22
tents and locations that offer alternative indoor space
your event. Be sure attendees know about your sto
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 mon
of planning for a Physical Activity Fair similar to ours. T
will allow time br creating necessary documentation, gL
recruitment and to create a buzz around the event.

Date & TimeConsideration:
Availability of staff and manageme

Conflicts related to road closures
public transportation delays

Conflicts with other local events tt
attendees might appeal to your
guests

Availability of VIP presente
Availability of VIP attende:
Availability of volunteer
Typical weathe

Best time of day for your gue:

14



Selecting the Date & Time

Before setting a date, our team met to discuss which agencies we hoped would
involved. We listed a few large mental health agencies and contacted them befc
setting a date for our event. Just by reaching out to agencies, we exhibited our sinc
commitment to serving their consumers. We asked about times that were free for st¢
and consumer involvement, and requested suggestions for ways we could best se
their consumers. These conversations grew into so much more. Many of the agen:
we contactedpartnered with us in the process of recruiting attendees. They booke
vans and cars to transport their consumers to the event. Others paid for the
O2yadzYSNEQ Lzt A0 GNIYyaLRNIFGA2YDd ¢KS.
LI NI 2 F § &dBled fherdp® &nd ftae&s groups. They talked with othe
professionals. Quickly and surprisingly, a buzz started among the agencies we hope
involve and it started when we involved them early in the planpnogess.

We learned about our consumers tderidays have lighter attendance at many agencie
FYR SENIe& Y2NYyAy3a FINB RAFFAOdMzZ G Fa C
planning an event, we encourage an open dialogue where you act as an informal
collector seeking recommendations to ass you can learn as much as possible abou
0KS LJ2LJzZ | GA2Yy @2dzQNB K2alAy3a & GKSe@

15



Location

Most cities have a variety of options for where to F
events. Places might include parks, coomity centers
hotels, restaurants, corporate event spaces, and univers
There are so many things to consider, including your bu
space needs, and proximity to attendees, presenters
volunteers. Consider areas that are central and easy toh
by car and public transportation. Make a list of needs
have for the location of your event.

LdiQa 0Said AT 0KS f 20l

centrally located. Include the address and directions on
webpage, social media, invitations, press releases and fl

Size& Characteristics of the space

What will you offer at your physical activity fair? Cons
space needed for activities such as exercise gre
information tables, lectures, eating and mingling. Take
to consider a space that is large enough to accmdate
SOSNE2YS odzi avlff Sy2dAak
filled with your anticipated amount of attendees.

Be sure to plan the layout of the space. How will
organize tables and chairs? Where will presenters <
when they faditate sessions? Are there behitkde-scene
areas for storage, trash and food preparation? Conside
flow of the event. Where will guests enter and exit? How
they move through the event? Where will they sit, stand
participate in activities? Aid clogged areas, if possible.

2 SONB 2yfe | FS¢ LI 3ISa Ay
mention weather a second time! Bad weather is a huge
unpreventable fear in the event planning business. Cons
rain delay dates or locations that offer flexible
indoor/outdoor spaces. During warm months, you might
offer ice water, tents or coebff shaded areas for people
who are sensitive to heat and sunlight. Rain, snow and
excessive heat can decrease attendance at both indoor :
outdoor events as people areds likely to brave the weath
so plan as well as possible. Fingeossed!

Location Considerations
Parking

Restrooms

Kitchen

Water fountains

Size and appropriateness for
activities

Centrally located
Public transportation
Rules forsetup & breakdown

Restrictions on displaying eve
information and agency
banners

Condition of the physical spa
Wheelchair Accessibility

Ability to alter lighting and
temperature

Audio visual equipment

Availability of venue staff for
setup, breakdown, serving
food, helping with AV
equi pment é

In Appendix A, 2 dzQf f
Venue Checklist that we used
record information about
possible locations tohold our
Physice Activity Fair.

16



Selecting a Location

We opted to host our event indoors. We chose a date in the fall and crossed oul
fingers, hoping the weather would cooperate. We were lucky to fiivad the
RFeQa 6SIGKSNI gFa ySIN LSNFSOGZ adzy
AT 6S aK2dA R Y20S a2YS | OGAQGAGASa&En 2
I RGIFIyOSsE ¢S 2LIWGSR G2 aidao]l 6AGK 2dzN
consider offering indoor/outdoor activities to assure that we can take advantage
of the bests of botlenvironments.

17



Finances

Budget

When setting your budget, start by listing 1
things which are necessary for your even
function. If your budget is limited, start
prioritizing what costs are necessary vel
things that would be nic to offer. Ge
estimates becaust prices can range
drastically. Also, record yo estimates an
event expenses, including the staff
required to organize your event. T
information can help greatly in future eve
planning.

Revenue

The focus of many events is to raise mone
support services. In this manual, we

focused ormelping readers host an event tt
is meant to raise awareness and conr
vulnerable populations to services. T
R2SayQid KI@S G2 YSt
to raise funds. If fund raising is not yt
primary focus, you might still consider rais
funds to lower the cost of your event. Ma
events charge businesses who will prormr
their business or product. Attendees mir
pay for educational and fitness activit
@2dzOQNBE 2FFSNRAyYy3IDd | 3
auction items or food sales. You could {par
with a large business who has a sin
interest and resources to pay for the eve
Or, you could simply request volunt:
donations. Consider your goals for rais
money in advance of the event and make 1
clear toattendees.

Record Costs

Recordyour estimates and costs. Your finar
office might request these and they can
become valuable information for when you
plan future events.

Budget Consideratior

Event space
Include fees for tableshairs, ant

audio/visual equipment.

Permits
You might need to consult a le
representative.

Paid Staff

Costs include people hires for the event i
SEAalGAY3 adl F¥Qa K
Transmrtation & Lodging

Costs can include flight & hotel, taxis, parl
and subway fees. Consider what you will ¢
to whom and make agreements in advanc

Printing

Name badges, programs, certificates of
FGGSYRFYyOSX | ANRY3
be cheaper and easier!

Catering & Foo

Décor & Entertainmel
FTEt26SNBRZ

Handouts & gifts of appreciation
pedometers, water bottles, key cha

Honorariumgpresenter fees

Fund Raising
Will you raise funds for your agent

InAppendix A& 2 dzQf t FAYR |
that we used to keep our event finances
organized.

18



Setting a Budget

We kept our costs as low as possible. Guaff 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 offereectist/space,
tables, chairs, audio visual equipment, and ftafsetup and brealdown the event.
We opted to avoid the costs of food and drink, instead encouraging the hosts
information table to offer healthy snacks and water to attendees. We also recruite:
donations from our university and encouraged infornoatitables and presenters to
offer handouts. Through donations, attendees received fruit and water, tote bags
water bottles, key chains, stress balls, and pedometers.

19



Event Activities

¢tKS S@SyiQa YAaairzy a lattivitBsofeled and tie2odghnRatidhs L
invited. When selecting activities for a Physical Activity Fair, consider the attendees and whe
entertain, educate, and inspire. Consider their specific needs and what level of instruction is
appropriate. Eackession should be planned and scheduled in advance to suit their needs. B
we discuss some common activities that you might offer at your physical activity fair. Take ti
consider how your event will be fun. Nobody wants to attend a dull evenu@img you) and
y202Re KlFla Fdzy GGSYyRAYy3 aSaarzya GKIFG GK
including activities that will be accessible for all attendees!

A printed program or schedule might offer a brief description of each seasidm@ bio of the
ANRdzLIQa FLFHOAEAGEFG2NY ¢KAA Fft2ga LI NLAOAL
GKSe OFly RSOARS ¢gKI{i aSaarzya GKSe g¢g2dA R
mission and a list of donors, attendiagencies, and session leaderke schedule we posted at ¢
event can be found iAppendix A

Lecture Sessions

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

Exercise Sessions

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

Information Tables

Hosts of information tables will typically use the table to distribute hants and talk oneon-one
to attendees about their agency or specialty. Information tables at a Physical Activity Fair mi
offer information related to gym scholslips, 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 exe
learned during an exercise session or encourage people to participate in théogssed at
information tables. Offering your guests handts after each session is meant to inspire them t
reconsider what they learned after the event.

Session Evaluations

Consider creating session evaluations for each session so that attendeesveayogifeedbac
regarding what they enjoyed and how you can improve future events. Surveys can be c
after each event or at the end of tiday.

20



Activities

hdzNJ t KéaAOolt ! OdA Jdiverdity & holitivéls. PribritdStlye R& &, v
planned to make our sessions inclusive. In this effort, we met with all of our ses
facilitators to discuss ways that discussions and activities could be the most inclusive.

We decided to schedule vailteers to assist with exercise sessions. These volunteers tal
adaptations and offered oren-one support as needed.

Education facilitators offered lots of videos, images and focused on engaging the grou
discussions instead of typical lectures.

Information tables listened as much as they shared and got to know the individuals
were speaking with. They engaged in conversations that assured the attendees under
the information that was being shared.

The final result was that the event wasffor everyone.

21



Legal Considerations

When planning an event there are some things you might need to address with a legal represe
Upon arrival at our Physical Activity Fair, we asked all of our guests, volunteers and presenter:
complete a Sigihn Sheet which included a photelease and liability waiver.

Legal considerations when planning an event might incl

=A =4 =4 -4 =

Communications Considerations

Injury waiver
Photo release
Business agreeme
Cancellation policy
Liability insurance

= =4 -4 A

Medical staffing requirements
Certifications (CPR) requireme
Security necessary
Emergency planning

There are many things you could include in your communicai

Considerations regarding information to share in conmications with attendees, presente
volunteers, and donors might include:

T

=A =4 =4 4 -8 4

How do people RSVP to attend and a|
to facilitate presentations?

Mission

Objectives

Dress code

Costs of participation

Other attendeeg; Guests of honor
Location & directions

= =4 =4 —a A

Theme and activities being offered
Indoor vs outdoor

Food offered

Accessibility & inclusivity

Contact name, phone number, email, ¢
address

|l 2aG F3SyodeQa yIlY
information & website

A copy of our photoelease and liability waiver can be founddppendix BMany of our communicatic
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 k
fAad 2F O2yil OGa 2NBIFIYyAT SR® 2S | faz2 dzaSR (K
as organized as geible throughout the event.

We also posted a schedule for the day which helped everyone (attendees and presenters) to kn
G2 SELISOG a GKS RIFIe LINPINBaaSRod ¢KAa aO0OKSH
GKS RIeQ& KNYOBURFRBRICKS /2ffl 02NF GABSQa f23:
hashtags.

VenUECNECKLISE.........eviiiiiii i 24
EVENIBUAGEL.....coiiiiiiiiiieee e 25
Meetings &TimelineCheckKIist...........ccccceiiiiiiiiiiee, 26
EVENPIrOgram........ooiieiiei e 28
EventSchedule...........ccooiiiii 30
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Venue Checklist

Event Information

Event Event Date

# of Guests Budget for space

Event Manager Phone/Email

Venue Information
Location Cost

Address Date of Visit

Dates Available Max Guests

Contact Information
Contact Address of contact

Phone Email

Amenities
Tables#___ S
Chairs# ___ S
C Bathrooms # C Water Fountain C Wheelchair Accessible
C Indoor C Adjustable Light C Adjustable Temperature
C Outdoor C Shaded/Covered Areas C Heat Lamps

Catering Details

C Outside food allowed CCateringS_____

Audio Visual

C Microphone S_ C Computer S CSpeakers S__

CProjector S____ CLaser Pointer $___ CDVDPlayerS___
Other

C Public Transportation Accessible

C Parking S Street Garage

C Staff Available to help with:  Food Set-Up Break-Down Trash Removal
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Event

Event Budget

Staff Time

Date of Event

Estimated
Howurs

Actual Hours

Marketing

Estimate

Actual

Event
Coordinator

Printing

Presenter
Coordinator

Creating
Advertising

Braded tems

Attendee
Coordinator

Staff

Licenses

Marketing
Coordinator

Legal

Donations
Coordinator

Staff

Volunteer
Coordinator

Total

Volunteers

Attendees

Estimate

Actual

Additional
Staff

Trawel

Total

Parking

Staff

Total

Venue

Estimate

Actual

Venue

Program

Estimate

Actual

Food/Drink

Honorariums

Tables/Chairs

Trawvel

Audio Visual

Hotel

Linens

Parking

Staff

Staff

Total

Total

DécorfEntertainment

Miscellaneous

Estimate

Actual

Estimate

Actual

Music

Parking

Lighting

Transportation

Decoration

Printing

Staff

Staff

Total

Total

25



FETEMIPL: UNVEIGHY COLLASORA | W Th

~ COMMUNITY INCLUSION

of Ine Vi il vaith Pryehiarre Disakilicies

Physical Activity Fair
Event Meetings & Timeline Check-Lists

To assure you remain orgamized and on track, you'll need to list all of the things that need to be
accomplished and delegate responsibilities. Early in the planning process, take time to list what needs to be
done and assign due dates to each item Delegate responsibilities and use a tracking system to assure
everyone 15 updated on what 15 happening. You might use a shared Google Doc or a white board to list all
responsibiliies and to check-off things that are complete. Below, are some recommendations for planning
your event.

Month 1

Start by orgamzing your committee, creating a mission statement and selecting a venue to host the event.
These things will dictate many of the decisions you make going forward. Also, use ths first month to create
documents and a timeline for the event. Good luck on your first month of planming!

o Form a committee & determmune roles o Schedule committee meeting dates
o Determune mission & goals o Set a budget & estimate costs
o Select location, date & time o Subnut legal approvals

o Create marketing flyer, social media, webpage

Create contact lists, draft letters requesting participation and make recruitment plans for:

o Aftendees o Presenters o Donors o Volunteers

Month 2

At this pomt, you can start to organize the event day. Meet with your commuttee to determine what the day
will look hike Will there be activities, food, entertainment, décor, lectures, information tables...7 Next,
you'll begm to recruit people. Be sure to let people know how you would hike them to participle and why
their participation 1s important. How can it benefit them and the event’s attendees?

o Schedule food, dnnk & décor o Create a program and schedule for the event day
o Activate: social media & webpage o Post flyers advertising event

Recruit (send letters, make calls):

o Attendees o Presenters o Donors o Vohmteers

Month 3

At this pomnt, you should have all bumers running. You'll continue to recruit participants. Meet with your
commuttee to discuss progress and areas of concern. Get your printed matenals ready and alert the media

o Send media release o Prnt all matenals (brochure, program, mformation)
Create sign-m sheets:
o Attendees o Presenters o Vohmteers

The Collaborative on Cormmmity Inclusion of Indrviduals with Psychiatnc Disabilities
215-204-6779 | abilger@temple.edn | 1700 N. Broad Street, Suite 313 | www.tucollaborative org

26



Week Prior to Event

It's crunch time. Touch base with your commttee to determine last minute to-dos. Check the weather
forecast. Contact participants to confirm attendance and to be sure you can answer any last minute
questions. There will probably be a lot of stuff to take to the event, have it ready prior to the event to
avoid adding unnecessary day-of stress. If you can, deliver items to the location in advance.

Create a schedule which includes amival times and related duties for:

o Attendees o Presenters o Donors o Vohmteers

o Set-Up o Break-Down o Staff o Food, entertainment. décor
Contact individuals and businesses to confirm their participation:

o Attendees o Presenters = Donors o Vohmteers

o Location o Food o Décor o Entertamment
Day of Event

o Bnng office supphies (you'll be surpnsed what you mught need). Consider bnnging- notebook, pens,
tape, scissors, nametags, cashbox, business cards, agency brochures, paper clips, and a stapler/staples

o Bring a list of expected participants’ w)' contact information: attendees, presenters, donors, volunteers

Bnng event supphes:

o Program o Schedules o Thank you notes o Map of mformation tables
o Banner o Flowers o Food & Drnink o Donated 1tems & sale items
Check audio visual equipment:

o Computer o Microphone o Projector o Music o Internet
Set-up & Break-down

o Tables & chairs o Check-in o Food & dnnk o Post event schedule

Don’t’ forget to have FUN and appreciate the efforts of you and your team!!
o Mingle o Laugh o1 Pose for pictures with your team

After the Event

Schedule a committee wrap-up meeting to brainstorm ways to improve future events and to give high
fives. This 15 not a ime to finger-pomt or blame, but a meeting to assure that the next events continue
doing the things that went well and avoid the things that didn’t go as smoothly.

Contact to show appreciation:
o Attendees o Presenters = Donors o Vohmteers
o Space o Food o Décor o Entertamment

The Collaborative on Commmmity Inclusion of Individuals with Psychiatric Disabilities
215-204-6779 | abilger@temple.edu | 1700 N. Broad Street, Suite 313 | www.tucollaborative org
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