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The processes discussed in this guide are based on the learnings of two virtual
conferences. 

The first virtual conference was held in October 2021: Transforming Care: Supporting
Older Adults Post-COVID in Ontario. This conference was hosted by Specialized
Geriatric Services East, which includes representation from the Centre for Studies in Aging
and Health at Providence Care (CSAH), Regional Geriatric Program of Eastern Ontario,
Seniors Care Network and Provincial Geriatrics Leadership Ontario. CSAH took the lead in
organizing and facilitating the event. 

The second virtual conference was held in March 2022: Inspiring Inclusive Communities
in Ontario: Moving age-friendly insights, innovations and strategies into action. This
conference was hosted by the Ontario Age-Friendly Communities Outreach Program, which
CSAH manages through funding from the Ministry for Seniors and Accessibility.
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PURPOSE
Conferences bring together people with common interests to connect, share information
and ideas, and discuss issues relating to a specific topic. Conferences require time,
planning, and resources. This toolkit covers the strategic and technical aspects of executing
a virtual conference and can be tailored to meet the goals and capacity of your team. While
the scope of this document pertains to virtual conferences, its core strategy may be useful
for other events.

WHO SHOULD USE THIS GUIDE?

Expanding short virtual events into a more comprehensive program; OR 
Moving an in-person conference or event to a virtual format.

The toolkit is intended for groups or organizations interested in running the events directly
instead of through a third-party company. It will be most helpful to those who are interested
in:

CONTEXT
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A lower cost and time commitment for participants and speakers compared to the
travel, parking and accommodations necessary for in-person events.
Ability to engage participants from a wider geographical area.
Increased access to national and international speakers.
Low-cost options for hosting that do not require venue and catering costs.
Ability to offer enhanced accessibility with options such as live closed captioning and
transcription.

Many factors impact an organization’s decision to host a virtual event. Some benefits of a
virtual conference include:

BENEFITS

A NOTE ON VIRTUAL CONFERENCES
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CHALLENGES
Limited access or awareness of technological devices or the internet may preclude
involvement.
Low levels of comfort with technology can be a barrier for organizers, speakers and
attendees. 
Unreliable technology infrastructure (e.g., poor internet speeds/connection, power
outages and online platforms not working as intended) can create a negative
experience. 
Difficulty creating meaningful virtual opportunities for connection and exchange
between participants.
Difficulty balancing the open and connective opportunities with the safety of
participants from potential online harassment or abuse.
Reduced opportunities for informal networking and connecting that occurs with an in
person event.

It is important to address these challenges during planning to create a positive experience
for your audience. Your organization’s comfort level and capacity with managing an online
event platform and community, and your audience’s comfort level with technology and
participating online, will determine if a virtual conference is an appropriate format for your
needs.
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PLANNING COORDINATING

HOSTING  WRAP-UP &
 NEXT STEPS

This guide is broken down into four phases of conference planning and implementation.

Each step includes activities, key considerations and relevant examples. 
A complementary planning excel document can be used to support your work.

Clicking on each of these Phase icons or titles will take you to their full Table of Contents.
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NOTE: to return to this Phase Navigator Page,
please click on this home icon in the page footer.

The Centre for Studies in Aging & Health at Providence Care ~ Copyright © 2023 of 70 Pages

HOW TO USE THIS GUIDE

https://csah.ca/


01 Roles,
Responsibilities 
& Assets

Technology

Shared Drive
Registration
External Communications
Social Media & Marketing
Website Hosting
Livestreaming & 
Event Hosting
Discussion Space & 
Networking
Timekeeping
Evaluation

Event Budget

Revenue
Costs

Evaluation

Scope & Logistics02

2.1

2.2 

2.3 

2.4

2.5

2.6

2.7

2.8

2.9

2.10

2.11

2.12

03

3.1

3.2

3.3

3.4

3.5

3.6

3.7

3.8

3.9

4.1

4.2

04

05

The Centre for Studies in Aging & Health at Providence Care ~ Copyright © 2023 of 70 Pages

05

Purpose
Values
Goals
Target Audience
Theme & Title
Scope
Format
Date & Time
Pitch Paragraph
Speakers & Moderators
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PLANNING PHASE
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The following roles are needed for a successful event. These examples are not 
all-encompassing but give a starting point to consider what skills are required. Clarity of
roles and responsibilities will set your team up for success.

Coordinates planning meetings
Sets the priorities
Oversees the planning team
Controls the budget (if applicable)

LEADERSHIP

Invites speakers and/or moderators
to the conference
Prepares speakers for the
conference
Point of contact for
speakers/moderators 
Master of ceremonies for the event 
Facilitates discussions during the
conference (when needed)
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Prepares and coordinates internal
and external communications 
Creates graphics or other
multimedia content 
Prepares any conference recordings
to share post-conference

FACITILATION

COMMUNICATIONS

Sets up and administers conference
platform(s)
Acts as the point of contact for
technical questions 
Prepares speakers in technical aspects
of the conference
Provides technical support during the
conference 

TECHNOLOGY SUPPORT

Engages attendees during the
conference
Posts discussion questions in the
community forum (if applicable)
Point of contact for attendees/the public
during the conference
Takes notes during presentations 

ENGAGEMENT SUPPORT

Prepares evaluation questions and data
collection processes
Collects and analyzes evaluation
feedback
Drafts conference report

EVALUATION
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NOTE You may need additional
facilitators if your event has break
out rooms, simultaneous
presentations or a separate
discussion platform.

Makes recommendations about
conference purpose, theme,
topics, and speakers

CONTENT ADVISORY

01  ROLES, RESPONSIBILITIES 
& ASSETS
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KEY CONSIDERATIONS

In addition to people-power, a virtual conference needs technology and funding to be able
to run successfully. Assessing what you already have available will enable you to build on
those strengths during the planning process. See the Budget and Technology sections in
this document for more details about how to fill in gaps.
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Refer to the Budget section and the Technology Section in this Guide

Who will make up your planning committee?
How much time are your team members able to commit to, especially during the
week of the conference?
Can any team members take on multiple roles? 
Do any roles require multiple team members? 
How can you build on your team’s strengths and assets?
What technology will you need to host a virtual conference?
What funding opportunities do you have available?
Are there in-kind contributions available to cover aspects of conference planning
and hosting?
Are there skill or technology gaps that could be filled by strategic partnerships?

KEY CONSIDERATIONS

01  ROLES, RESPONSIBILITIES 
& ASSETS
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Defining your purpose will help guide your decision making and communication about the
event. The purpose of your event should articulate why you are hosting it.

KEY CONSIDERATIONS

Why are you hosting this event?
How do you know this is a
need? What information do you
have to determine the need?

The purpose of this virtual conference is to create a new discussion platform
within our community about aging topics.

EXAMPLE OF A SIMPLE PURPOSE

EXAMPLE OF A COMPLEX PURPOSE

The dual purpose of this virtual conference is to execute the organization’s
Annual Strategy for community event planning to increase our community
engagement by 300 individuals and to fill the community need for aging
education outlined in last year’s survey of 50 local community members.
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2.1  |  PURPOSE

02  SCOPE & LOGISTICS

https://csah.ca/


A strategic approach to event planning involves developing your values and purpose.

What are the values that you want to put into action through this conference? 
How can you ensure that the decisions you make while planning and executing
this conference are guided by the principles you have chosen?
How will you incorporate the values of equity, diversity and inclusion into your
conference? The Queen’s University Faculty of Health Sciences Style Guide:
Equity, Diversity and Inclusion provides advice on engaging with issues
concerning race, gender, and sexual orientation, among other intersecting
identities.
How will you incorporate the values of accessibility? Non-profit organizations such
as RespectAbility and Rooted in Rights, can provide advice on the types of
accessible services your team should consider in a virtual space.

KEY CONSIDERATIONS
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EXAMPLES OF VALUES

Our organization will emphasize the quality of content to create an event that will
exceed our community’s expectations, setting clear standards within our team and
with our speakers.
Our organization will strive for efficient use of funding resources to create the most
impactful event with the skill sets and methods available to us.
Our organization will prioritize making the online spaces of the virtual conference
accessible and inclusive to all participants.
Our organization will deliberately include and respect the perspectives of
marginalized populations and celebrate diversity within our team, speakers and
attendees.
Our organization will strive to create opportunities for meaningful discussion and
engagement between participants, speakers and facilitators.

2.2  |  VALUES

02  SCOPE & LOGISTICS
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Build on your purpose to set SMART goals that are Specific, Measurable, Achievable,
Relevant and Timely. 

While the purpose is your WHY of the conference, your goal should be your HOW and
inform the metrics you will use to evaluate your success.

What am I trying to achieve with this conference? (Specific)
How will I know if I succeed? (Measurable)
How can I ensure that my success is attainable? (Achievable)
Does this goal relate to my principles and purpose? (Relevant)
Is my goal realistic within the timeline I am setting? (Timely)

KEY CONSIDERATIONS
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EXAMPLE OF A GOAL

Host a 1-day virtual conference in 4 months on June 31, 2025, with a live
attendee number of at least 200 and at least 10 qualified speakers on the topic
of aging, and with a post-conference survey response of 80% or more
attendees satisfied to very satisfied with the content of the event.

This goal is specifically about this conference; it has measurable outcomes, it is related to
the previous examples’ purpose, and the timeline is realistic. Achievability will depend on
your organization’s context. For example, if your organization regularly attracts 100 live
participants to your monthly webinars, use that as a baseline for how many people might
attend your conference.

2.3  |  GOALS
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Understanding your target audience’s knowledge base, skills and needs will help you define
event content, determine an appropriate format, establish the tone of conference
communications and identify strategies to connect with prospective attendees.

Who would enrich the conference by attending?
Who will benefit most from your content? The audience can be defined by
profession, location, language, interests, challenges, demographics, and other
shared group traits. When choosing your audience (or multiple audiences), be as
specific as you can. 
Are there other groups (i.e. secondary audiences) that may also benefit? For
example, while your primary audience may be clinicians in a particular field,
researchers, students and/or policy makers may also benefit from participating. 

KEY CONSIDERATIONS
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2.4  |  TARGET AUDIENCE

02  SCOPE & LOGISTICS
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Establishing a conference theme helps participants anticipate the content that will be
included in the event and helps speakers tailor their content towards an overarching idea or
message. 

Who would enrich the conference by attending?
Is there an opportunity to profile your organization? 

If you’ve hosted a conference before, you may find it valuable to repeat a title from
a past conference to help previous attendees recognize your event as familiar. 
A short and snappy primary title is excellent for communications as it can be used
as a hashtag or in conversation by your organization and partners. 
A subtitle is a great way to incorporate the theme 
Research recent conferences in your industry. What are the conventions used?
What sticks out to you as eye-catching?

      (e.g., Organization Name Conference 2025). 

KEY CONSIDERATIONS
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EXAMPLES OF CONFERENCE TITLES

Transforming Care: Supporting Older Adults Post-COVID in Ontario
Meaningful Connections in Aging: Inclusive Communities & Emerging
Technologies
Empowering Older Adults: Opportunities & Possibilities
Aging: Are We Doing It Right?
Geriatrics 20/20: Bringing Current Issues into Perspective
Inspiring Inclusive Communities in Ontario: Moving Age-Friendly Insights,
Innovations and Strategies into Action

These examples use descriptive language that makes it easy to understand the scope of
the event while leaving room for diverse content within the topic.

2.5  |  THEME & TITLE

02  SCOPE & LOGISTICS
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The scope is determined by the capacity of your team, the needs of your organization, the
breadth and depth of content to be covered, and the availability and interest of your target
audience. 

How much time can your team devote to planning and executing this
conference?
Do you want a local, provincial, national, or international scope for your
conference?
What topics do you want to cover? 
How many participants are you hoping to attend?
What are the deliverables that must be accomplished for your organization with
this event? E.g. reaching a number of registrants or creating a report based on
the conference.
What are the post-conference deliverables you want to promise? 

      E.g. to network, learn, or create a call for action for the organization to work
      towards in the future.  

KEY CONSIDERATIONS
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2.6  |  SCOPE

02  SCOPE & LOGISTICS

https://csah.ca/


Format ProsDescription

Presentation

The conference format should be shaped by your audience needs and internal capacity.
While a 5-day virtual conference with three simultaneous streams of content and world-
renowned speakers may sound exciting, without the funding, people and network to make
that happen, it will not be as successful as a smaller-scoped event.

For example, a multi-day conference that only runs during the morning enables attendees
to participate in the event and still have time to network and catch up on work, emails and
meetings during the afternoons. 

Cons

A 20–60 minute
presentation,
usually
accompanied by a
slide deck or other
visual component.

Great for a keynote
or other speaker
who needs time to
explore a topic 
in-depth.

Difficult for
participants to stay
focused on multiple
long presentations

Workshop A 40–60 minute
session that
includes a planned
set of activities to
engage participants
in discussion and
practical
application of skills.

The rapidly changing
topics and speakers
enable participants
to stay focused.

Presenters may find it
challenging to reduce
content.
Participants can be left
wanting more.
Any technology issues
that are more likely to
show up during
changes in presenters/
slides are more likely to
emerge if there is a
tight agenda with a lot
of speakers.

Bullet 
Rounds

A series of short, 
7-15 minute
presentations.

Engaging for
participants and
enables real-time
application of skills
and generation of
new ideas. 

Requires skilled
facilitation.

The Centre for Studies in Aging & Health at Providence Care ~ Copyright © 2023 of 70 Pages
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2.7  |  FORMAT

02  SCOPE & LOGISTICS
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Panel A 60-minute topic
discussion with experts
that bring diverse
perspectives to the
conversation. Usually does
not involve slide
presentations but instead
conversation-style
responses to a set group
of questions..

Enables
exploration of
complex topics
from various
perspectives.

Requires skilled
moderation to move
conversation along,
ensure all voices are
heard and summarize
key points.

Breakout
Sessions

Participants are
(virtually) divided into
smaller meeting rooms
for more in-depth
discussion on a topic
(akin to table
discussions during in-
person events). Key
points are brought back
to the larger group.

Enables peer
interaction and
engagement
between
participants, a
feature often
missing from
virtual events. 

Requires a moderator
and technology
support member for
each session.
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Fireside
Chat

A 30 to 60-minute interview
between an interviewer and
an expert to bring their in-
depth knowledge on a topic
and to allow questions from
the audience in a
conversational atmosphere.

Enables an
interactive and in-
depth discussion
with an expert in
the field.

Engagement can vary
depending on the
personality and
speaking style of the
interviewee.

Format ProsDescription Cons

2.7  |  FORMAT

02  SCOPE & LOGISTICS
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Concurrent 
Sessions

More than one
virtual session runs
at the same time
and enables
participants to join
the one they are
most interested in.

Enables
exploration of
subtopics which
may not be
broadly of
interest to all
participants.

May require
participants to pre-
emptively chose their
topic of interest due to
caps on meeting room
capacity; this can
increase workload of
planning team to
manage unique
meeting agenda links. 
Requires skilled
facilitators and tech
support for each
session.

Format ProsDescription

Poster
Presentations

Cons

Static 1-2 page
documents or
graphics made
available to
participants that
summarize a
program, project or
research. 

Usually time is held
for participants to
speak to poster
authors should they
wish to learn more. 

A great way to
showcase lots of
work – particularly
from students.  

Requires either a
specialized platform or
targeted strategy with
multiple channels that
enables participants to
interact with posters
and speak with poster
authors. 
Potentially dozens of
additional speakers to
organize.
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2.7  |  FORMAT

02  SCOPE & LOGISTICS
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KEY CONSIDERATIONS

How many sessions do you want to break the conference into?
How many presentations/speakers do you want to include?
Do you want one stream of sessions or any simultaneous sessions?
How many days do you want your event to cover?
Is your audience interested in in-depth presentations, practical examples or
opportunities for exchange? 
How interactive do you want your event to be?
Do you have the technical and personnel capacity to operate multiple
sessions simultaneously?
Are there any pre-conference events you want to include?
Will the event be live or pre-recorded? If pre-recorded, will there be an
opportunity for live discussion?

The Centre for Studies in Aging & Health at Providence Care ~ Copyright © 2023 of 70 Pages
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2.7  |  FORMAT

02  SCOPE & LOGISTICS
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KEY CONSIDERATIONS: DATE

Are there any other major events happening on the day(s) of the event, such as
a major holiday, another conference in your field, or a busy time for your
audience? 
How much lead time do you need to plan this event? Consider the time needed
to onboard speakers, market the conference, set up all virtual platforms and
prepare all stakeholders. 
What could get in the way of your planning time? Consider how weather, regular
summer or winter holidays or busy seasons in your industry may impact event
planning and participation. 
Are there any conflicts within your team’s schedule? 
Which days in the week work for your team, speakers and audience? 
If your event is over multiple days, should they occur in sequence or include
break days/periods?

KEY CONSIDERATIONS: TIME

How much of the day(s) should your conference cover? If your conference has a
national or international reach, consider how participants or speakers may be
affected by time zones.
When is your audience available? 
What kind of preparation, break and debrief time will you need to factor in?
Consider these extra time blocks when creating your agenda and keep in mind
that longer breaks are helpful between virtual sessions to allow participants to
move away from their screens, as well as give time for the planning team to
prepare the virtual room and speakers for the next session.
Will your conference wrap up early on the last day? 

The Centre for Studies in Aging & Health at Providence Care ~ Copyright © 2023 of 70 Pages
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2.8  |  DATE & TIME

02  SCOPE & LOGISTICS
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A pitch paragraph will be used in many communications about your event including
invitations to speakers, marketing and promotions to your target audience, and even day-of
communication.

Use the information gathered above to write a pitch paragraph that includes:
   1.  Purpose of the event and the goal
   2.  Format
   3.  Date
   4.  Time
   5.  Target audience

Date: October 19-21, 2021 (3)
Time: 8:30 am – 12:30 pm each day (Eastern time zone) (4)
Cost: Free
Location: Online via Zoom and Slack (see our Code of Conduct here)
Audience: Ontario Health, Ontario Health Teams, Specialized Geriatric
Service providers and planners. (5)
Content: Prior to the pandemic, our health system was not effectively serving
older adults with complex needs and their caregivers. We cannot simply return
to the status quo; we must do better. (1)

Example from Transforming Care: Supporting Older Adults Post-COVID in
Ontario

This three-day event is split into themed morning sessions: (2)
   1.  The Need: Older Adults with Complex & Chronic Health Conditions
       Including Frailty
   2.   The Innovation: Integrated Care in Action
   3.   The Transformation: Post-COVID Support and Recovery

EXAMPLES OF  PITCH  PARAGRAPH

The Centre for Studies in Aging & Health at Providence Care ~ Copyright © 2023 of 70 Pages
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2.9  |  PITCH PARAGRAPH

02  SCOPE & LOGISTICS

https://csah.ca/


KEY CONSIDERATIONS

As speakers deliver much of the key conference content, it is important to plan out your
speaker list in advance.

What perspectives do you want represented? 
Are there opportunities to include speakers with lived experience?
How can you create an inclusive space that welcomes and seeks out diverse
speakers?
Does a virtual format enable you to invite speakers from further distances?
What method(s) do you want to use to attract/invite speakers? Will you post
an open call for presentation submissions, reach out to colleagues for
suggestions, or invite targeted speakers directly?
Are there back up speakers who you could reach out to if someone declines
your invitation?
Who can help moderate panels and breakout sessions?
Are there funders or government partners who should be notified,
acknowledged and/or invited to open the event? 

The Centre for Studies in Aging & Health at Providence Care ~ Copyright © 2023 of 70 Pages
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2.1O  |  SPEAKERS & MODERATORS

02  SCOPE & LOGISTICS
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KEY CONSIDERATIONS

When crafting an event agenda each block of content (presentations, panels, concurrent
sessions, networking opportunities, etc.) should connect to the theme of the event.

What is the logic behind groupings of presentations or the order of the day? 
As a speaker, would you find it easy to understand where you fit in the agenda? 
As an attendee, can you easily understand the topics being covered by a quick
glance at the agenda?
Is there a logical flow from one topic to the next? Are you building content or skills
throughout your event? 
How long will each session be? Will there be time for questions or discussion after
each presentation? After a block of presentations?
Are there adequate breaks between sessions? 

The Centre for Studies in Aging & Health at Providence Care ~ Copyright © 2023 of 70 Pages
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2.11  |  EVENT AGENDA

02  SCOPE & LOGISTICS
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KEY CONSIDERATIONS

A virtual conference timeline can be broken up into four phases: planning, coordinating,
hosting and wrap up/next steps. 

Who is responsible for each task? 
Are there any vacations or planed holidays that will impact the timeline? 
Have you allowed extra time for any tasks that require information from
external people (i.e. speaker invitations, collection or speaker bios and/or
presentations)?
Are there any tasks that can happen in tandem? 

Mapping out the activities between planning, implementing and evaluating your event will
help your planning team stay on-track. A visual timeline can also be used as a helpful
anchor for regular check in meetings. 

Refer to the Virtual Conference Guide Planning Workbook.xlsx:
Tabs 4 & 5 to see samples of a Planning Timeline

The Centre for Studies in Aging & Health at Providence Care ~ Copyright © 2023 of 70 Pages
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2.12  |  PLANNING TIMELINE

02  SCOPE & LOGISTICS
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One of the biggest hurdles of hosting a virtual conference is the technology required.
Detailed below are the core types of technology to consider. If your organization has never
hosted an online event before, consider hosting a webinar or other short/small scale event
to act as a practice run with the technology you choose, or request a demo from a third-
party service you are interested in using.

Testing your technology is crucial in advance of your event. Ensure that all equipment such
as monitors, headphones and microphones work as well as the software your team will use
to host the conference. Consider what “lower tech” options you may need as a Plan B, such
as using a phone timer instead of an app to keep time or calling into a session with a phone
line instead of joining via video feed.

KEY CONSIDERATIONS

What is the scope and scale of your event? A multi-thousand attendee
conference may be better managed using an all-in-one system with access to
dedicated tech support, while a smaller 100-person conference may be better
handled with a simple webinar platform. 
Can anyone in your group/network vouch for one platform over another? 
Will you use enough features of a heavy-feature platform to make it worth a
higher cost?
Are there significant disadvantages of free or low cost products? Many free or
demo products have limited features with respect to templates, function or
engagement. Some free products require their watermark overlaid on all
content, or do not allow you to customize branding to suit your event. 
If you aren’t familiar with the platform, are you able to arrange a demo and/or
contact someone who has used it? 
Do the platforms/software ‘talk’ to each other? Ask if there is integration between
platforms/software that may help your event run more smoothly.

We recommend performing a scan of the currently available platforms as there are regularly
new services and developments in this industry.

02  SCOPE & LOGISTICS
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KEY CONSIDERATIONS

A shared drive between your planning committee keeps information organized and all
relevant documents up to date. 

Do all planning team members already have access to a local network that
could be used?
Would your planning team benefit from being able to have multiple users edit a
document at the same time? If so, consider a cloud-based share drive like
OneDrive or Google Drive. These also can help with version control. Note
that some organizations have rules on what can and cannot be shared in a
third-party shared drive (for example: patient information or financial
information). 
Can all team members access or are comfortable in using the shared drive we
are considering? 

3.1  |  SHARED DRIVE

03  TECHNOLOGY
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KEY CONSIDERATIONS

A registration platform is useful to manage and communicate with event participants. Below
are some examples of features that may be important in a registration system, depending
on the scope of your conference: 

What are your registration ‘must-haves’?
Do you already have a registration system you use for online events? 
Is there data you want to collect from registrants? (if so, consider a platform that
allows you to customize the registration form) 
Will you be charging participants to register? 
How complex is your event format? A conference that uses one Zoom session
and that does not require many metrics may only need the registration function
that Zoom provides. A conference that occurs over multiple days, has a more
complicated schedule, or requires custom responses from attendees may
require a more robust registration system such as Eventbrite (free or paid) or
Google Forms (free). 
Are you considering an all-in-one event hosting service? If so, check to see if
registration and other features are already built in.

3.2  |  REGISTRATION

Customizable questions and responses
Customizable confirmation email
Registration data import and export
Email/communications feature to directly
contact registrants
Multiple ticket types
Payment feature
Marketing tracking links

Promotional codes
functionality
Analytics
Social media integration
Tech support
Mobile app
Website integration
Custom Branding

03  TECHNOLOGY
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KEY CONSIDERATIONS

Communicating with large groups of people (speakers, prospective attendees, registrants,
etc.) can be made simpler with a communication platform, such as MailChimp. 

Standard templates, consistent branding and tracking of audience engagement enables you
to increase the credibility of your event and target content and resources.

How many registrants, speakers
and participants are you targeting?
The costs of these platforms are
often dependent on audience size.
What kinds of analytics are
generated? 

3.3  |  EXTERNAL COMMUNICATIONS

03  TECHNOLOGY
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Social media can be a great type of platform to share information about your conference,
create buzz around the subject matter and connect with your audience. Platforms can
include Facebook, Instagram, Twitter, LinkedIn, Tumblr and Reddit, and even media
and streaming platforms such as TikTok, YouTube and Twitch. Finding the best fits is
better than covering the widest base possible, especially when you are considering
resource-intensive platforms like TikTok or Twitch. 

Each social media platform has its own format, context and use. Social media may or may
not be a necessity for your conference depending on your current social media presence,
your audience’s social media level of participation, and the scope of your conference’s size
and topic. Research where your target audience spends their time online and how other
organizations in your field use social media effectively. For example, a conference for
health care professionals may want to target their marketing at Twitter, LinkedIn, and other
websites that professionals in the health care field share their thoughts and check for news
and events. There may also be smaller or more tailored social media sites that fit your
audience.

Other forms of online marketing include running targeted ad campaigns on social media
sites or websites such as local newspapers, professional organizations, or other places
your audience may spend their time online. Ad campaigns are not a guaranteed way to
garner interest in your conference, so a small campaign to test the efficacy of this tool may
be helpful before investing a large portion of your budget into them.

27

3.4  |  SOCIAL MEDIA & MARKETING

03  TECHNOLOGY
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KEY CONSIDERATIONS

What social media platforms are most commonly used by your target audience? 
How does the target audience engage on these platforms? 
Does your organization already have a social media presence/ accounts that you
could leverage or will new accounts be needed? Do event partners have accounts
that could be leveraged? 
Do you want a continuous presence on multiple social media sites leading up to
and/or during your event? Social media managing services like Hootsuite and
Buffer that can offer one dashboard to keep track of all of your conference’s
social media activity. This can help streamline your efforts and keep on top of
trending topics, urgent replies and even schedule content in advance.

3.4  |  SOCIAL MEDIA & MARKETING

03  TECHNOLOGY
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It is helpful to have a single place where people can get up-to-date and comprehensive
information about your event. This could be a page on an existing website or a stand-alone
conference website. 

At a minimum, your conference webpage should include the basic information about your
conference, confirmed speakers, schedule, how to contact the organizers and a link to
register if registration is not hosted on the same website.

Additional features may include a detailed agenda, speaker biographies, resources and/or
readings on the conference topic, abstracts submission portal, sponsor(s) information,
FAQs, mobile-friendly design, social media integration, testimonials, videos, etc.

29

KEY CONSIDERATIONS

Where will you host event information? 
What will the link be to direct people to this information? Choose a short domain
name (for a website) or short URL (for a page on an existing site) that is easy to
spell and remember. For example: www.exampleconf.com or
www.exampleorg.com/exconf2025 instead of www.conference-title-here-with-
subtitle.com/many-words-and-numbers-1940530 
What is your update plan before, during and after the conference? 
Who is going to update the content and how often? 

3.5  |  WEBSITE HOSTING

03  TECHNOLOGY
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KEY CONSIDERATIONS

There are many options to choose from when considering how to deliver live content online.
Some options, such as Zoom, are free or very low cost, while others can range into
boutique or corporate level services depending on your conference size and needs.

Based on the format you have chosen how many online meeting rooms or
spaces are needed? Do you require concurrent sessions to be running? 
What features you do you need to be able to host your event (e.g. polls, chat,
ability to share screen, whiteboard, etc.)? Carefully read through the features of
various platforms and ask for demos when possible.
Are you already familiar with the platform or will the team need training? A new,
flashy system may look great on paper, but might grind your conference to a halt
if no one on the team can troubleshoot through problems.

3.6  |  LIVESTREAMING & EVENT HOSTING

03  TECHNOLOGY
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KEY CONSIDERATIONS

One element of in-person conferences that is difficult to replicate in a virtual space is the
opportunity for participants and speakers to network and connect to each other. Some
virtual platforms, such as Microsoft Teams, Slack, Discord or Yammer offer space for
attendees to connect with each other and engage in discussion. 

If using an all-in-one event service, does it come with a networking feature (e.g.
voice and/or text group chat rooms, 1-on-1 matching, or icebreaker/networking
activities) you want to leverage? 
What opportunities can you create for connections, both formal and informal? 
Can the same space be used to support internal communication across the
planning team? 
How will you ensure those spaces are safe and inclusive?
Will these spaces be used before, during and/or after the conference? 
Who on the team will troubleshoot questions and facilitate dialogue within this
platform? 

3.7  |  DISCUSSION SPACE & NETWORKING

03  TECHNOLOGY
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KEY CONSIDERATIONS

Having a timekeeping strategy during the event is important for virtual conferences to
ensure all speakers have the time they need to present and everyone’s time is respected.
To avoid relying on interrupting and muting a speaker in the moment, consider how your
team will keep track of time and prompt the speaker during the session.

Is there someone on your team
who can visually cue the
speakers or is your team more
comfortable using an
application?
Are you encouraging speakers
to keep their own time with a
visual cue or will you assign a
team member as a time keeper
and how will they prompt the
speaker?
How will you communicate with
speakers about your
timekeeping strategy?

3.8  |  TIMEKEEPING

03  TECHNOLOGY
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Platforms like Google Forms or Survey Monkey allow you to collect and analyze pre- or
post-event feedback. Mentimeter can collect feedback during your event and offers more
visual in-the-moment sharing back beyond what is usually included in standard poll features
as part of the event hosting platform. 

3.9  |  EVALUATION

KEY CONSIDERATIONS

When will you be collecting
data? 
What type of questions will
you ask? 
Is there a free platform that
offers the features you
need? Are there any
limitations? 
How will you analyze the
data? What are the standard
export file types? 
Do you need to inform
participants of any data you
are collecting? 

04  EVENT BUDGET
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Some groups seek external funding or charge a registration fee to off-set costs listed above.
Others use a large event as a way to generate revenue. Consider revenue and associated
costs for your event.

4.1   |  REVENUE

KEY CONSIDERATIONS

Do you want to generate revenue or cover event costs? 
If you are charging for the conference, what are your projected earnings and
how will this affect your budget? 
If you do not reach your revenue goal, do you have another way to make up for
that expense? 
How will you collect sales revenue?
What will you charge participants? Will there be a discounted rates (e.g. early
bird, students, volunteers, seniors, group rate, etc.)
Are their external funding opportunities that would be able to support your
event?

04  EVENT BUDGET
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Staff - If not paid for directly, consider the amount of staff time required for each role as
other work activities may need to be put on hold during conference planning. If you are
working with volunteer staff, consider budgeting a thank you gift or other token of
appreciation.

Speakers - Presenters may require a speaking fee, or you may wish to offer an
honorarium or donation in their name as a thank you for their time. It is best practice to
be upfront with the compensation you are able to provide (and if you cannot provide any
compensation) so that speakers can make an informed decision.

Technology - This will be driven by the planning team capacity, existing assets and
conference format. There are free, budget and enterprise options for most services. See
considerations in the previous section for function-specific technology.

Marketing, promotion and branding - If you are hosting a large event and do not have
in-house capacity, you may decide to invest in paid event branding (logo, social media
content etc.), design work for an event website or page or paid reach for marketing (ex.
if you are trying to reach participants outside of your own network communication
channels). For smaller local events, these additional investments may not be needed.

Equipment - Consider if there are microphones, headsets, or other equipment to
support team members during the conference. 

Accessibility - Consider the costs for accessibility software and third-party providers,
such as ASL interpreters and live transcriptionists. Find more information on making
your event accessible in the Accessibility section under Communications and marketing.

Other costs - Budget for other costs you might normally have for a conference, such as
a door prize, thank you notes, or a celebratory lunch with your team.

4.2  |  COSTS
The basic budgeting needs of a virtual conference include:

04  EVENT BUDGET
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Event Reach Number of registrants
Members of a target demographic reached (a specific
profession, geographic area, or community group)
Number of participants (people who actually log on)
Promotion campaign engagement (opens, clicks)

Profit Ticket sales and other revenues against costs

Participant
Engagement

Social media engagement
Activity on chat or discussion boards
Survey completion
Post-event clicks on webpage or resources

Sample
Evaluation
Topics

Sample Metrics

Satisfaction During-event reactions
Post-event feedback
Conversion rate (how many registrants signed up for the
organization’s newsletter, social media, or other forms of
communication)

Outcomes Generated consensus, community objectives or calls to
action

Collecting feedback from event speakers and participants will enable you to understand the
success of your event and incorporate lessons learned into future planning.

05  EVALUATION
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KEY CONSIDERATIONS

How will you know if your event is a success? 
What information is needed to be collected? Collect only the information
needed!
Will you collect feedback during the event? Consider asking participants at the
end of the event (or end of each day if it is a multi-day conference) to use the
chat to share a single word or simple phrase to describe their experience – this
can be a great way to solidify energy in the moment, as well as curated into a
word cloud or other visual representation at a later date to communicate
participant impact.
Will you send a post-event survey? Send this soon after the event and keep the
survey short and sheet – asking only what is needed to evaluate success and
inform future planning.
How will data be reported? Will you share back general engagement numbers
(e.g. number of participants) in a post-conference package? Will you create an
internal or external evaluation report? Will you produce a conference resource
sharing key messages or next steps?
How will feedback and evaluation data be used in the future? 

05  EVALUATION
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The goal of this phase is to secure speakers, prepare speakers, share the conference with
your network and finalize coordination for the event. 

6.1  |  APPROACH TO COMMUNICATION

The title of the conference 
The date(s) and time of the conference
The group or organization hosting the event
An elevator pitch that answers the questions “what is the purpose of this conference?”,
“why is this conference worth attending?” and “who is this conference for?”
The registration link 
Confirmed topics and/or speakers
Any cost associated with the conference
Any deadlines associated with registration
Where to find more information (e.g. conference webpage or how to sign up for more
information on a conference mailing list)
How to share the conference on social media. Ensure you have visible social share
buttons at the top and/or bottom of your newsletter and website as well as cross-
promoting content on different social media platforms to help your audience find other
ways to access and promote your information.

Ensuring your essential information is easy to find, clear and concise can enable your
stakeholders to more easily spread the word and participate. While emphasis should be
placed on key information, too much emphasis (large font, bolding, italics and/or bright
colours) can create a chaotic or busy presentation and make it more difficult to read.

The following components should be communicated consistently, clearly and repeatedly in
communications:

06  COMMUNICATIONS &
MARKETING
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KEY CONSIDERATIONS

Who needs to receive information?
What information is most relevant and interesting to your audience? That
information should appear high up in your communications, with less urgently
important or eye-catching information further down.
What is the action that you want your audience to do when reading your
content? For most of the conference it will be to click a registration link. Ensure
that the links you include are highly visible and easy to find in the structure of
the communication.
What is the knowledge base of your audience? Do they understand technical
language? Would lay-person language be more appropriate? 
Do you want to convey a formal or a more informal tone? 
Is this information tailored to the communication channel? Your branding and
messaging should be customized to fit the platform that you are posting on. For
example, square-shaped graphics work best in Instagram posts with a short
caption and highly-searched, relevant hashtags, while landscape-format
graphics and a longer text post with a call to action work better on Facebook. 

6.1  |  APPROACH TO COMMUNICATION

40
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Save the Date Communication to allow your target audience
to get the event date in their calendars.

Teasers &
Updates

Open
Registration

Communications announcing confirmed
speakers or programming. These can either
go out broadly to increase registration, or to
those registered to generate excitement.

Type of
Communication

Registration
Reminders

Communications announcing final deadline
for registration.

Event Reminders
& Connection
Details

Communications just before the event with
all the details to enable your audience to
join (e.g. agenda, connection links, speaker
information etc.).

While registrants will not need to make the same arrangements required for an in-person
conference (i.e. hotels or travel), they will still need to know about your event far enough in
advance to continue to block off the time in their calendars. 

The process and number of communications may vary depending on your scale, but a
general rule of thumb for information to share with your network includes:

6.2  |  EVENT COMMUNICATION

Description Communication
Channels

Announcement when registration opens and
any perks of registering early.

Post-event
Survey

Electronic survey distributed soon after the
event to collect feedback.

Follow-up
Package

Communications sent to all registrants 
(even if they did not end up participating)
with event recording(s). 

Newsletter list 

Partner networks

Direct email

Social media

Paid promotion

Email to
registrants only

Email to
registrants only
& Website

06  COMMUNICATIONS &
MARKETING
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What technology do you have to support communications?
How can you directly reach your target audience? 

What is your internal capacity to produce content? If your team can only spend
20 minutes / week on communications then a robust social media campaign
may not be manageable.
How far in advance does your audience need to learn about your event?
What content does your audience need to know about?
How will you update and share conference information with the public as it is
confirmed?
Where will the public be able to find all up-to-date information about the event? 

            + Are there partners who can help share the information via e-newsletters,
               message boards, social media, event calendars, etc.? 
            + If you have funds available, are there paid advertising opportunities that
               would directly reach your target audience?

42

6.2  |  EVENT COMMUNICATION

KEY CONSIDERATIONS

06  COMMUNICATIONS &
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6.3  |  INTERNAL COMMUNICATION CHANNELS

KEY CONSIDERATIONS

What channels would
support internal
communication? 
How can you efficiently use
the proposed communication
channels? 
Do the proposed channels
enable you to all stay
informed about key decisions
and upcoming activities? 

Internal communication occurs within the planning team and communication with
organizational partners. Examples of internal communication channels include: Emails,
team meetings, agendas, internal documents and private discussion forums (Jabber,
Yammer, Microsoft Teams, Slack, Discord, etc.). 

06  COMMUNICATIONS &
MARKETING
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6.4  |  EXTERNAL COMMUNICATION CHANNELS

KEY CONSIDERATIONS

Campaigns (e.g. MailChimp
or other mass-email
providers)
Website/webpage
Social media
Partner newsletters 
Paid promotions

External communication is aimed
at the public and/or target
audience. Common external
communication channels include:

44

What channels will enable simple, clear messaging that reflects your conference
and organization’s values and purpose?
What channels are most appropriate for each target group? 
How can you enable centralized information (i.e. having one easy to find page on
the website with information, having a point-person within the team to take on
external inquiries, etc.)?
How can you enable quick, friendly, and useful responses to inquiries from
external audiences?
How will you ensure that communication channels are well monitored and kept up-
to-date?
Does your team have the skills to leverage the proposed external channels? 

06  COMMUNICATIONS &
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A virtual conference has unique challenges and solutions to ensuring the event is
accessible. Many of the suggestions below originate from RespectAbility, a diverse,
disability-led nonprofit, and Rooted in Rights, a program of Disability Rights Washington, a
private non-profit organization. 

Your team may not anticipate every possible accessibility request ahead of time. If a
potential speaker or attendee requests an accommodation, it is important to be clear about
what you are able to provide. You may want to set a deadline for accommodation requests
before the conference.

KEY CONSIDERATIONS

What are your planned accommodations to ensure your event is as accessible as
possible within your budget?
How can you include people living with disabilities in your event as speakers,
consultants or planning committee members?
Does your planned agenda offer adequate breaks between long sessions?
Are there any supports for accessibility that need to be factored into your budget?
How will you ensure that it is easy and accessible to ask for accommodations
before the event?
How will you respond to requests for accommodations?

07  ACCESSBILITY
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EXAMPLES OF SOME ACCESSIBILITY FEATURES

Request participants disclose any accommodations they need during
registration.
Publicly list a team member’s contact information who can be reached out to for
accommodation requests.
Provide clear instructions on how and when to join virtual session(s) and what
accessibility accommodations are available.
Activate closed captioning or live transcription functions.
Use translation services (e.g. ASL or common language of your participants)
both for presentations and discussion periods.
Choose conference software that allows attendees to join audio via the
conference software or a phone.
Share information about the length and format of online sessions.
Add alternative text to any images shared during conference promotion.
Ensure that graphics and documents shared before, during and after the
conference are accessible. 
Ensure any audience participation activities (Q&As, icebreakers, etc.) include
both audio and visual options, such as a chat box, text-to-speech, or audio
feed.
Ensure all content shared post-conference is accessible with alternative text,
subtitles and closed contextual captioning.
Remind speakers to: 

           + avoid ableist language,
           + stay on-camera when presenting to assist with lip reading,
           + describe themselves and any graphics they include in their presentations,
           + avoid the use of animation with strobing light,
           + reduce their own background noise and
           + mute themselves and turn off-camera when not speaking.

07  ACCESSBILITY
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KEY CONSIDERATIONS

What information will most help you plan for and evaluate the conference?
Lengthy registration forms can be off-putting to participants, so ask only what is
needed.
Will you ask for open-text responses or have participants choose answers from
a set list? Open text answers are easier for registrants who then don’t need to
search through a list; however drop down menus can minimize data clean up
later if participants provide the same answer with multiple spelling variations
(e.g. “health care”, “health care”, “health”, and “health and wellness” all being
the same industry from different registrants).
Is the registration form simple and intuitive?
Is it clear what participants are registering for? This is particularly important if
you offer multiple ticket types that include access to different components of
your event.
What will the process be to confirm registrants? 
Are there any questions about identity you need to ask? A question regarding
the identities of a registrant is more inclusive when they can choose multiple
answers and do not need to weigh one aspect of their identity over another
(e.g. choosing both “older adult” and “Indigenous”). Consider also adding an
“other” option with an open text field so that you are not assuming the
boundaries of identities. 
What messaging will registrants receive to confirm their registration? What
information do they need at that time? (e.g. how to promote the event on social
media, when they will receive connection details, who to reach out to if they
have any questions etc.)

08  REGISTRATION
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Outline exactly the time and content commitment of the speaker/moderator.
Work with speakers to ensure their presentations fulfill all conference requirements.
For panel sessions, collaborate with both the speakers and session moderator to
ensure all members of the panel are prepared and on the same page in terms of tone,
content and structure.
Keep speakers in the loop of any changes to their session, day or any aspect of the
conference that could impact them (changes to technology being used, additional
opportunities to interact with other participants, etc.).
Give concrete deadlines for any information or content that you will need before, during
and after the conference. 
Respond quickly to speaker concerns or questions to limit confusion.

Your approach with speakers and moderators before, during and after the conference
should be well structured, with clear expectations. Ways to keep your communication clear
and collaborative include:

9.1  |  CLEAR & COLLABORATIVE SUPPORT

09  SPEAKER & MODERATOR
SUPPORT
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A short biography (to share on your conference website and/or share during the
conference)
A photo (to share on your conference website)
Title(s) (both position at their organization and any prefix/suffix (Dr., MD, RN, PhD, etc.))
Organization / affiliation
Full name and pronunciation
Pronouns
Slides (as both a backup during presentations and to include in the post-conference
resources package)
Additional resources/website links/citations (to share during the presentation and to
include in the post-conference resources package)

Key information that you may need from speakers includes:

9.2  |  INVITING SPEAKERS

KEY CONSIDERATIONS

How will you personalize invitations to potential speakers? While a template
script can help keep your tone/messaging consistent, personalizing each
invitation can go a long way to show the speaker or moderator that you are
invested in the subject matter, the speaker and the conference succeeding.
What are questions that speakers may ask that you should prepare before
reaching out to them?
How will you ensure speakers feel prepared and engaged throughout the
planning process?
Who will be the primary contact for speakers? One member of the team should
be deemed the speaker/moderator coordination lead.
Does anyone have an established relationship with a speaker? If so, they may
want to send the initial invitation and then coordinate a hand off to the planning
team’s primary contact.

Refer to the Roles, Responsibility & Assets Section in this Guide

09  SPEAKER & MODERATOR
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EXAMPLE: AN EMAIL INVITATION

Conference title: [Title]
Conference website: [Link]
When: [Date(s) and time(s)]
Cost: [Cost or Free]
Location: Online [Share what platform(s)]
Audience: [Audience]
Pitch: [Abstract/Pitch]

Subject: Request to [present/moderate] on [subject matter] at [descriptor] conference
[Date of session]

Hello [Name],

My name is [Name], [Position] at [Organization]. [How you have heard of the
presenter/moderator or how you are connected]. I am reaching out to you today to ask if
you, and/or a colleague, would be available to present on [subject matter] at our upcoming
[Title] conference, [Date(s)].

The ask: A [time] minute virtual [presentation/panel] about [subject matter] on [Day, Date],
starting at [Time Timezone]. We are looking for a [type of presentation] about [subject
matter in detail].

[If moderator: Add who you are planning to include on the panel, and what style of
moderation your team is planning on including in the session]

Please let me know if you are interested by [deadline], or if you have anyone else in mind! I am
happy to answer any questions you may have now and detail next steps if you are interested.
Please find more details on the conference below.

Thank you!
[Name]

The following email template can be used to begin a conversation with a speaker.  

9.2  |  INVITING SPEAKERS
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A shared document to track speakers can help your team keep an up-to-date roster of
confirmed speakers, organize speaker information, and ensure all necessary information
has been collected. Providing clear deadlines and follow-up can help ensure all speakers
submit all required information on time.

Keeping this information up to date ensures that all team members can access current
information, request outstanding material from speakers and avoid double-requesting any
materials already provided. This document is also a good agenda item for regular planning
committee meetings to review what is outstanding and what needs to be updated.

9.3  |  RECIEVING & TRACKING SPEAKER
INFORMATION

KEY CONSIDERATIONS

Will speakers be automatically registered by a team member when they confirm
participation, or will they be sent a link to register? 
How will they receive presenter links for their session? 
What information do you need from speakers? 
When do you need speaker information? Receiving speaker bios, headshots
and titles early will help the organizers share accurate information early in the
promotion of the conference. Slides are best received close to the conference
date.
How will you track speaker information that has been received?

09  SPEAKER & MODERATOR
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EXAMPLE: SPREADSHEET WITH THESE COLUMNS

Session: A listing of sessions from start to finish.
Time: The timing of each portion of the agenda within each session.
Topic: The subject of each portion of the agenda, including introductions/welcome,
session presentations, panels, wrap-ups, workshops, breaks and any other important
portion of time within the conference.
Presenter: The full name of the presenter. Ensure this is spelled correctly.
Title/Organization
Email
Point of contact within the team
Status: Can include Not Asked, Asked, Out of Office (with return date for follow up)
and Confirmed
Booked planning call: Yes/No response
Registration: Yes/No response
Photo received: Yes/No response
Bio received: Yes/No response
Slides received: Yes/No response

Consider a shared spreadsheet with the following columns:

9.3  |  RECIEVING & TRACKING SPEAKER
INFORMATION

Add or remove columns depending on your conference’s needs. Consider colour-coding
responses to make it easier to determine confirmed versus outstanding information.
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KEY CONSIDERATIONS

Connect with speakers prior to your event to discuss the context of the conference, the
content they will provide and the technology they will use. This can be a 1-on-1
conversation over the phone, in person, or through a virtual platform (if possible, the same
virtual platform you will use during the conference). 

This can also be a group session with other speakers or panelists from the same session –
make sure to also include the person who will be moderating the session so that they are
comfortable with the speakers and content that will be covered, as well as their role within
the session. These planning calls can take a lot of time but will ensure quality and
consistency within your event. 

9.4  |  PREPARING SPEAKERS

Do your speakers understand how their content contributes to the overarching
goal of the event? 
How will you help them feel comfortable with the technology?
Are expectations clear? 
Will speakers benefit from a discussion with others presenting in the same
session? If so, how many speaker planning calls need to be booked and who
on the planning team will be involved?
Are you able to offer drop in tech support hours for speakers to test out /
become familiar with any technology features ahead of the event? 
What additional information do you need to give moderators (if any)?
How and when will speakers and moderators receive panelist links to join their
sessions? 
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A standard slide presentation can help you structure planning calls and consistently share
information about both the context/content of the conference and the technology involved.
Content you may want to include in the presentation include:

9.4  |  PREPARING SPEAKERS

Conference title, subtitle (if any), conference date
Objectives of speaker planning call 
Introductions (of your team and the speaker(s))
Context of your organization
Purpose and context (target audience, current registration numbers) of the conference 
Conference schedule (highlighting where the speaker(s) fit)
Session schedule of the speaker(s)
High-level details about their session and intended focus. Allow time for presenters to
share a few key points they intend to speak to – this will help highlight themes that may
emerge between presenters. If the session is a panel presentation, allow time to discuss
panel questions and potential responses.
Time for questions
Technology: How to connect, where to find their link, when to connect (we recommend
10 minutes before the session begins), tips for preparing (keeping the visual background
tidy and clear of other people, ensuring a quiet environment for audio, printing out slides
in advance), deadlines, tech support before and during the event, audio/visual needs,
time and how it will be managed, any additional platforms, any supportive components
such as a conference-branded zoom background or a blank slide template and time for
questions.
Next steps
Contact information
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9.5  |  PARTICIPANT SUPPORT

KEY CONSIDERATIONS

Who will be your team’s primary
contact should anyone have
questions leading up to or during
the event? 
Are there any short, visual and
easy-to-read guides or resources
you could create to help
participants feel comfortable
participating in your event?
Examples include: How to use the
conference platform and a detailed
conference agenda.
Would a Frequently Asked
Questions section on your
webpage or registration page help
participants? 

Any questions from participants leading up to and during the event should be answered
quickly, respectfully and kindly. Create your public event agenda that includes everything a
participant will need to know during the conference (title, date, time, participating speakers,
links to participate, etc.) and any other documents such as guides and resources for the
technology you are using.
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“I would like to begin by acknowledging the Indigenous Peoples of all the lands that we
are on today. While we meet today on a virtual platform, I would like to take a moment to
acknowledge the importance of the lands, which we each call home. We do this to
reaffirm our commitment and responsibility in improving relationships between nations
and to improving our own understanding of local Indigenous peoples and their cultures.

From coast to coast to coast, we acknowledge the ancestral and unceded territory
of all the Inuit, Métis, and First Nations people, the traditional caretakers of this
land. Please join me in a moment of reflection to acknowledge the harms and
mistakes of the past and to consider how we are and can each, in our own way, try
to move forward in a spirit of reconciliation and collaboration”

56

 10.1  |  CONFERENCE OPENING 
             WRAP UP & MESSAGING

EXAMPLE: LAND ACKNOWLEDEMENTS FOR 
VIRTUAL EVENTS

10  FINAL PREPARATION WITH
PLANNING TEAM

So much of the preparation phase is external facing. Now is the opportunity to make sure
and your planning team are all prepared. 

The beginning of your programming should set the stage for participants. Virtual events can
feel robotic; the initial welcome is your opportunity to warmly welcome participants, help
them feel comfortable with the technology that will be used and understand what to expect
from the event. This should begin with a land acknowledgement.
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 10.1  |  CONFERENCE OPENING 
             WRAP UP & MESSAGING

EXAMPLE: TOPICS TO COVER IN AN OPENING
PRESENTATION

Any opening remarks from external partners (government or other
representatives)
Land acknowledgement 
Introduction of the facilitator and hosting group
The purpose of the conference
Code of conduct
A high-level overview of the technology that will be used (how to ask
questions, how to participate in polls) 
An overview of the agenda, highlighting breaks
Any information about the use of social media during the event (i.e. share the
event account and event hashtag should participants wish to share reactions
publicly)
An ice breaker for the audience such as asking where everyone is joining
from or which sessions they are excited to participate in during the
conference. This also gives audience members an opportunity to become
familiar with the polling / chat features of your platform.

10  FINAL PREPARATION WITH
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 10.1  |  CONFERENCE OPENING 
             WRAP UP & MESSAGING

EXAMPLE: CODE OF CONDUCT

“The virtual spaces for the [Name of conference] include the [Name technology
platforms used]. 

These spaces offer opportunities for community engagement, networking, and
resource sharing. To ensure these spaces are professional and positive for all
attendees, speakers, and conference admins, we have a code of conduct all
members of the conference must follow. We expect cooperation from all members to
help ensure a safe environment for everybody. 

Respect: All members of the conference must be treated with respect. This includes
respecting their identity, including age, gender, sexuality, disability, ethnicity, race,
spiritual beliefs, socioeconomic status, and other aspects of their identity. While
discussion within our spaces are encouraged, personal attacks are not tolerated and
anyone found violating this code of conduct will be removed.

Inappropriate Behaviour: Other inappropriate behaviour includes but is not limited
to: Hate speech, harassment of any participant, bullying, intimidation, stalking,
trolling/disruption, sexual content, spamming, excessive swearing, sharing private
information about other participants without their consent, threats, jokes meant to
ridicule others, and any other behaviour that does not fit into a professional context. 

Contact: If you have any questions or concerns, reach out to the conference
organizers [name and contact information]. If reporting a violation of the code of
conduct, please include as much information as possible including the name of the
person and a description or screenshot of what happened.

10  FINAL PREPARATION WITH
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 10.1  |  CONFERENCE OPENING 
             WRAP UP & MESSAGING

EXAMPLE: TOPICS TO COVER
IN WRAP-UP COMMENTS

Thank you to those who contributed to
the planning and execution of the event
Drawing of door prizes (consider e-
prizes or cards) 
Consolidation of key messages. More
than a restating of event objectives, this
is an opportunity to highlight key points
and themes that emerged during the
event.
A summary of what material will be
shared back with participants and when
A request for participants to fill out a
post-event feedback survey
Gathering of in-the-moment reactions

10  FINAL PREPARATION WITH
PLANNING TEAM

https://csah.ca/


The Centre for Studies in Aging & Health at Providence Care ~ Copyright © 2023 of 70 Pages

60

A detailed facilitation guide is an internal document that is a play-by-play of the event. This
document describes WHO will do WHAT at WHAT TIME. It provides a clear picture of the
responsibilities of each team member and how the event will unfold. 

10.2  |  FACILITATION GUIDE

KEY CONSIDERATIONS

What are the decisions and documents necessary for your team to finalize
internally?
Is the script for the Facilitator clear? Are names/titles of speakers included so the
facilitator has then at hand? 
Are all stakeholders aware of the details of the conference and prepared to
participate?
Does the flow of the event make sense? 
Is everyone’s role clear? 

10  FINAL PREPARATION WITH
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A dry run of the event is an opportunity for your planning team (at least your facilitator and
tech lead) to use the facilitator guide to walk through a test of the event. This will help them
see any gaps in the facilitation, preemptively anticipate challenges, and ensure all the
technology is ready to go. It is usually best to do the dry run in the week leading up to the
conference. By then, most details are finalized and you will be able to see the big picture
and fine details of the event.

10.3  |  DRY RUN

KEY CONSIDERATIONS

Is anything unclear in the facilitation guide?
Is your team comfortable with the technology they will need to use?
Are all polls, discussion boards and other features of your technology set up
and ready?
Who would take over a role for a team member who cannot attend the
conference last-minute?
What is your Plan B if there is a glitch with any of the technology you are
using? What kinds of low-tech solutions are available? (For example, using a
phone timer instead of a timekeeping app)

10  FINAL PREPARATION WITH
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HOSTING

12 Handling Tech Issues

13 Handling Participant Complaints
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While the hosting phase is short (10%), compared to the other planning phases, it is the
culmination of effort by all parties and will test your processes and communication.

KEY CONSIDERATIONS

Who will be your team’s primary contact should anyone have questions? 
Will planning team members who are not actively facilitating or supporting the
technical aspects of the event be able to take notes during the event? This can
help shape your end-of-event summary and any post-event resources or
actions 
If you intend to save event recordings on the cloud-based storage provided by
your event hosting platform, is there a storage limit? If so, consider
downloading and transferring recordings to a local network regularly. This is
particularly important if your event spans multiple sessions/days. You don’t
want to find out a session did not record simply because there was not
adequate storage space! 
What is your code of conduct? Consider posting on your conference webpage
and highlighting in your opening remarks.

11  YOUR APPROACH
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Tech issues, including a loss of video or audio feed, lost connection, shared screen issues
and many others can and often do happen during a virtual session.
Ensure that speakers, moderators and facilitators all understand back up options for how to
connect. 

EXAMPLE: OF TECH ISSUES & RESPONSES

… if a speaker or moderator’s internet bandwidth is limited, turning off their video
feed can help ensure higher audio quality. 

…if a speaker or moderator has unreliable Wi-Fi, calling in through a landline will
help make sure they have consistent audio.

If an issue does arise, inform the speaker as quickly as possible so that they can
work with you to resolve the issue and resume their presentation.

For tech issues with audience members, especially issues in joining the streaming
platform, have a secondary person on your team as the contact so that the tech lead
is not bouncing between their email and the live feed of the conference as this can
cause issues to get missed and mistakes to be made.

12  HANDLING TECH ISSUES
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Work with participants who bring forward issues. Do not assume bad intent of feedback or
critique, as sometimes these come from miscommunication or can be easily fixed to
accommodate a participant’s request. Request when possible to move feedback to email or
private messages to ensure that there is a record of the request and to maintain the flow of
the conversation in open conference discussion areas. 

In the unlikely event that a participant breaks your code of conduct, follow what you have
outlined as the consequence. Your team is better off banning/removing someone who has
broken the code of conduct the same way someone would be removed from an in-person
conference, than to allow hateful or derogatory speech or otherwise harmful behaviour in
the virtual conference space.

Discuss with your team how you will respond to issues before the event so that you have a
structure to rely on in the moment.

13  HANDLING PARTICIPANT
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Team check-ins throughout the event are an opportunity to bring forward positive and
constructive feedback to enable course correction, troubleshoot issues and collect lessons
learned. This can be done informally through your internal communication channels or a
planned huddle between sessions/ event days. 

At minimum, schedule a time with the whole planning committee and event team for a
formal event debrief. This is an opportunity to discuss lessons learned, successes and
areas for improvement from the conference. The sooner your team can discuss, the more
ideas the team will retain. You may want to document these learnings for future event
planning.

This debrief should be collaborative and constructive. Ensure all team members feel heard
and supported during the debrief. 

Conferences can be an intensive experience for team members involved. Ensure
your team feels appreciated in their efforts and celebrate the successes and
accomplishments! 

CELEBRATING SUCCESES & ACCOMPLISHMENTS

14  TEAM DEBRIEF
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15.1  |  THANK SPEAKERS

 Video recordings of the conference sessions
 PDF slides of all conference presentations
 Links to resources, references and programs shared during conference sessions
 How to stay up to date on news from your organization

The final communication from your team to conference registrants will be the resource
package. Many people register for but do not attend the full virtual conference; this resource
package allows them to still access the material. For those who did attend the event, the
resource package is a reminder of all the great content, as well as an opportunity for them
to share it with others in their network and increase your reach of impact. 

If you hosted a free event, consider posting the content on your website and distributing to
an wider audience through your other communications channels.

Content to include in the resource package:

 

KEY CONSIDERATIONS

How long will it take your team to prepare the material to be included (e.g.
posting video recordings)? 
When will you send the resource package out to maximize on the momentum?
Will all the content also be added to the conference webpage? 
In addition to conference registrants, are there others who would benefit from
seeing conference resources? 

15.2  |  RESOURCE PACKAGE

Follow up with all speakers and moderators; this follow up should include a thank you, any
positive comments to pass along, any details your team appreciated about their
involvement with the conference, and any upcoming collaborative opportunities. 

15  FOLLOW UP
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An internal report is a great way to communicate your successes, challenges and lessons
learned to inform next steps and future planning.  

KEY CONSIDERATIONS

What were the biggest successes of the conference?
What were the biggest challenges of the conference?
How will you use the lessons learned from this conference to improve your
organization’s next event?

EXAMPLE: CONTENT TO INCLUDE IN A REPORT

Planning and development
overview (organizers,
background, goals and
objectives, planning and format)
Conference platforms used
Promotion and communications
Speaker support
Participant support

Participation report
Analytics of promotional reach
Number of speakers
Number of registrants
Demographics of registrants (age,
occupation, gender, etc.)
Number of attendees
Demographics of attendees (age,
occupation, gender, etc.)
Engagement analytics

Event feedback
Feedback from speakers (informal)
Feedback from attendees (via polls or
post-event survey)
Feedback from team members

Lessons learned

16  REPORTING

https://csah.ca/


The Centre for Studies in Aging & Health at Providence Care ~ Copyright © 2023 of 70 Pages

70

A conference can be a success as an event in isolation, but it can also become the jumping
off point for partnerships and collaborative opportunities. Are there calls to action
highlighted during the conference for your organization to spearhead or support? Using a
conference as a springboard for a broader conversation can extend the life of the
conference and use the momentum created by the networking and connections between
attendees.
 

 FEEDBACK

If you have used this guide and have feedback, resources to share, or examples from
your virtual conference experience, please reach out to our team:

Sarah Webster
Manager
Centre for Studies in Aging and Health at Providence Care
websters@providencecare.ca 
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