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FOREWORD

Social Inclusion Week (SIW) Australia is a time to reflect on

how much each of us values our sense of belonging to our

community.

Social inclusion is a cornerstone of modern

society, yet many members of our community

don’t have a sense of belonging. They are

often lonely and in their isolation become

unwell, unhappy, and may even give up on

life. This is especially so for members of the

community who are living alone, are poor,

elderly, homeless, living with disability or

illness or coping with family breakdown.

SIW is a call for generosity of spirit from those

who have much to those who have little. This

doesn’t just mean people with material wealth,

but those who have happy lives, and warm

hearts that are open to others.

Just like that wonderful song ‘From Little

Things Big Things Grow’ we want to grow a

movement that encourages every community

to reflect on how inclusive they are — and to

actively seek out those who are isolated to

bring some joy, hope

and stimulation into their lives.

This event guide is a resource, particularly for

community organisations, to help organise an

event to mark SIW. We hope you and your

friends and community will join us in our vision

for a more caring Australia.

Dr Jonathon Welch AM
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DECISIONS ABOUT YOUR EVENT 

Focus

Social inclusion is about all of us

showing that we not only care about our

own personal wellbeing and security,

but that as a community we are able to

look after ourselves as well as looking

after those who cannot, for whatever

reason. Begin by deciding which part of

this theme works best in your

community to shape your event.

OUR THEME IS:

Connect
Collaborate
and
Celebrate!

Objective

The objective of your event may be to

convey one of the key social inclusion

themes: every Australian should have

the chance and the choice to learn, to

work, to be involved and to have their

voice heard.

Type of Event

Here are some suggestions for activities 

and events to celebrate SIW: 

• A social inclusion display in your office 

or meeting venue. 

• A short story competition around 

the theme — Connect, Collaborate

and Celebrate! 

• A library exhibition around the themes 

of social inclusion. 

• An early bird business breakfast to 

raise funds for a local support service. 

• A picnic in the park featuring 

storytelling, speakers, sports and 

activities. 

• Morning or afternoon tea with 

local elderly. 

• A debate or a discussion group on 

barriers to social inclusion. 

• A business forum about community-

business partnerships to address 

a local issue. 

• An afternoon high tea or gala dinner 

featuring special guests/speakers. 

• An exhibit celebrating the diversity 

of your community. 

• A photo display in community halls 

of ‘snapshots’ of our community.
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• A ‘Tea ‘n’ Talk’ session, lunch,

sausage sizzle or morning tea

connecting people in your street.

• Student artwork competition using

the theme — Connect, Collaborate

• and Celebrate!

• Now In My Backyard (NIMBY) —

host a neighbourhood children’s play

afternoon with single parents.

• Tell me a story, a soapbox for

disengaged people to tell their

stories.

• A film night where everyone brings a

neighbour.

• A ‘Soup ‘n’ Sip’ night, everyone brings

a dish to share.

Timing

SIW is an annual initiative that takes

place the last week in November.

The time of day you choose for your

activity or event will depend on what

type of event you’re planning and your

target audience.

Audience

Your target audience will be determined

by the focus and type of event you

choose — and the key messages you

wish to convey through your event. .

Event Check List

What is the focus of your

event?

What are the objects of your

event?

What is the type of event and

format?

What is the timing of your

event?

What is the nature and size of

your target audience?

Who are the VIPS who should

be invited?
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PLANNING YOUR EVENT

An individual or a group of people

(committee) should be given

responsibility for organising the event.

While all events are different and have

unique characteristics, the structure of

any event should include the same

basic format. The event organiser or

committee is responsible for the

planning, publicity and safe organisation

and implementation of the event.

Event planning can initially be time

consuming — but it will help you deliver

a successful event. A plan will also

ensure that everyone on the organising

committee know who is responsible for

what task and when deadlines are due.

Event planning cannot guarantee a

problem-free event — but it may help

you anticipate and prevent problems

from arising, which will save you time in

the long run.

The extent of planning required will

vary according to the event.

Elements of events planning include

consideration of:

• Timeline

• Budget

• Sponsors

• Legal, Insurance and Equity Issues

• Publicity

• Evaluation

You will need to consider who your

stakeholders are (E.g. Local council,

etc.) and ensure they are involved early

on in the planning stages. They may be

able to commit resources and provide

assistance, which can greatly help in

planning a successful community event.

Timelines

Once you have identified the focus, type

and objectives of the event, you should

develop a timeline for all event tasks. It

is easy to underestimate the time it

takes to organise an event, so be

realistic about what you can organise

within your time restraints.

Your timeline should include tasks such 

as: 

• Identifying and confirming a venue 

(including a wet weather plan if 

outdoors). 

• Sourcing and applying for any 

permits that may be applicable to the 

nature of your event. 

• Scheduling and confirming any 

entertainment or speakers and/or 

scheduling and confirming 

equipment. E.g. Staging, 

technical/sound equipment, theme 

items and seating. 

• Preparing an invite list and invitation.

Once you have identified which aspect you or your

community group wish to celebrate, you need to organise

the event.
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• Distributing invitations.

• Sourcing and confirming catering

requirements.

• Identifying, scheduling and

confirming accommodation and travel

arrangements and/or itineraries, if

required.

• Identifying and producing marketing

and publicity materials to promote

your event.

• Preparing run sheets and layout

plans — and ensuring these are

provided to the necessary people.

Budget

It is a good idea to establish a budget

for your event so you can consider

ways to meet costs. Larger events will

often need consideration of costs for a

range of items such as venue,

equipment, wages, catering, insurance

and promotional costs. Identifying the

costs to host an event will help

determine whether you need to charge

for attendance at the event, seek

sponsorship (either as ‘cash’ or ‘in-

kind’), seek grant funding from another

organisation or government agency, or

a combination of these.

If you are charging for the event, where

possible, it is a good idea to have

arrangements in place for payment

before the event, so that you can adjust

expenditure costs if you do not get the

anticipated number of attendees.

Students may be able to support your

event. Training colleges with ‘hands-on’

courses such as hospitality often jump

at the opportunity to provide their

students with real-life work experience.

This will reduce your overall budget

costs.

Budget Check List

 Have you determined the 

event budget? 

 Have you decided whether 

you need I charge for the 

event, seek sponsorship or 

apply for funding? 

 Have you clarified who is 

responsible for the overall 

financial management?

 Have you planned for an 

audit (post-event)? 
This will probably be a requirement if 

you have received grant funding.
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Sponsorship

Sponsors can provide financial support,

‘in-kind’ support, or a combination of the

two. Sponsorship is often undertaken as

a form of promotion and most sponsors

prefer some kind of recognition for their

contributions.

Make sure you are fully aware of any

conditions attached to an offer of

sponsorship before accepting. Most

sponsors request acknowledgment such

as having their company name listed on

the program or invitation, having their

company involved in formalities on the

day (I.e. Introducing the speaker, etc.),

or having their company name linked to

an event.

Some organisations won’t be able to

offer financial support, but will be happy

to provide support ‘in-kind’. This means

that they provide goods or services for

the duration of the activity at subsidised

rates or at no charge.

This enables you to spend the

resources you have in other areas. ‘In-

kind’ support can be large or small, from

the supply of pens and rulers to the

provision of a venue or equipment for

the day.

Sponsorship Checklist

 Have you determined the 

level of sponsorship you 

require? 

 Have you identified a list of 

sponsors that connect with  

your target audience? 

 Have you prepared a letter 

seeking sponsorship 

support?

 Have you planned to make 

approaches to potential 

sponsors to follow up your 

letter?  

 Have you planned for 

serving sponsors’ needs in 

the lead-up and during the 

event?

 Have you planned to 

undertake a final sponsors 

report (post-event)? 
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Legal, Insurance and Equity 

Issues 

It may be necessary for your

organisation to obtain public and/or

product liability insurance and ensure

staff or volunteers are covered by

workers compensation or equivalent

insurance. You may also need to source

and apply for any permits that may be

applicable to the nature of your event

(E.g. You may need to obtain a council

permit to hold an event in a public park,

etc.).

You should also ensure that you have

addressed first aid and emergency

services requirements, should an

incident occur. Ultimately, if you have a

specific query as to your or your

organisation’s legal or other obligations,

it is recommended that you get

independent and specific legal advice

as well as contact your local council.

Depending on your target audience, it

may be necessary to consider whether

the venue for your event is accessible

and appropriate for people with a

disability, older people, people with

children, and people from diverse

cultural backgrounds.

Issues for consideration include car

parking, public transport, bathroom

facilities, and ramp or elevator access.

Cultural and religious considerations

may also need to be factored in when

choosing a venue

Legal Insurance & 

Equity Issues Checklist

 Have you sourced and applied  
for any permits that may be 
applicable to the nature of your 
event?

 Have you obtained required 
insurances? E.g. Public and/or 
product liability, workers 
compensation, etc. 

 Have you determined first aid 
and emergency services 
requirements? 

 Have you considered whether 
the venue  is accessible / 
appropriate  for a diverse range 
of people?
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Publicity

Maximising publicity is about trying to get

your message across to as many people in

the community as possible. Because the

community receives so much new information

each day, your message will have to compete

for attention with others. Consider whom you

want your message to reach and the best

way to present your message to them.

There are many ways to promote your event.

For example, you could:

• Distribute flyers and posters around the

community at points where people work,

meet or visit regularly (seek the help of

students to produce these materials).

• Send invitations to interested groups in the

local area.

• Announce your social inclusion activities in

local and community newsletters and at

community group meetings.

• Seek support from your local paper to

advertise and promote your event.

• Submit press releases/articles to local

papers and radio and television stations

and other publications.

• Advertise your event on community radio

and television stations.

• List information about your event on your

• local council’s website, as councils are

usually happy to help promote community

events occurring within their shire/city.

• Develop and compile information kits about

your event.

• Add your event to the calendar of events

on the SIW website.

Having your activity reported as a news

item is a good way to get free media

coverage. However, news stories and

interviews are often edited or rewritten,

so you need to consider the possibility

that your story may be altered or

changed. Depending on other news

events at the time, and how interesting

your story is perceived to be, your story

may not run at all, so it is important to

keep other publicity options open.

The following ideas will help you to

present your event to the media:

• Contact your local news organisations

as soon as you have a clear idea of

what you intend to do for your event. It

is a good idea to follow up with a

media release which offers a brief

description of the event, and the

details of where and when it will be

held. It may be necessary to renew

contact with these media

organisations in the lead-up to your

event.

• Most reporters are looking for an

‘angle’ to catch people’s attention and

to encourage them to follow the story.

• Quoting people involved in the story,

or announcing a new initiative can add

interest. It is usually advisable to

develop your own ‘angle’ on how you

wish your story to be presented.

• It helps to appoint a spokesperson to

deal with all media enquiries so that a

consistent message is conveyed and

so that your spokesperson can build

up rapport with media representatives.
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Evaluation 

It is a good idea to establish a process

by which you will evaluate the success

of your event. This could be a feedback

form, to be filled out by attendees, or

efficient record-keeping of attendance

numbers and expenditure.

It may also be helpful to hold a

debriefing session with your event

committee and relevant stakeholders

following your event to discuss what

worked well, and what could have been

done differently, in case you plan to hold

another event in the future.

Don’t forget to post pictures or videos of

your success on the SIW website. This

helps to showcase the effectiveness of

your event and adds to the possibility

that you can do the same or better next

year.

Publicity Checklist

 Have you identified potential 

media stories and 

appropriate release dates?  

 Have you identified media to 

be used? E.g. Newspaper, 

radio, television, etc. 

 Have you prepared a media 

release/ have you made 

contact with the media? 

 Have you liaised with key 

speakers and VIPS for 

possible media quotes? 

 Have you identified 

marketing materials required 

for distribution? E.g. Flyers, 

booklets, banners, promotional 

resources, balloons, etc. 

 Have you planned for 

strategic placement  of 

posters and signage to 

promote your event? 

 Have you arranged to record 

your event in some way  so 

that you can gain coverage 

after the event? E.g. Photos, 

video, etc.



FURTHER RESOURCES

• SIW promotional A4 Poster 
• SIW Event Host Blank A4 Poster 
• Social Media Cover Photo 
• SIW Logo 

If you need a hi-resolution version
of the Social Inclusion Week
Australia Logo, please email us:
socialinclusionweek@gmail.com

socialinclusionweek.com.au

We have some excellent resources to help you

kick start your SIW event and to help promote

SIW in general — just download whatever you

need below from our website.

Follow Us On:

Facebook Social Inclusion Week

Twitter @SIWeek

Instagram siweekaus

Community Partner:

mailto:socialinclusionweek@gmail.com

