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Event Planning Guide for Early Career Researchers & PhD Students

This is a practical guide to help you plan and run your own academic events or workshops. Whether it’s
your first time organising or you just need a refresher, this guide walks you through the key stages. The
suggestions can be adjusted as required depending on the size, format, and complexity of your event.

Step 1: Define Your Event

There is no ‘one size fits all’ recipe for a successful event, but it’s worth beginning with a few key questions:

Being clear about your goals will shape everything else, from the format and speakers to the tone of
promotion and the choice of venue.

What is the goal of the event? (e.g. skill development, networking, outreach)

What is your budget? (this will influence what your event looks like — in person/online, the type of catering
you will have)

Who is your target audience? (PhDs, postdocs, undergrads, industry, public)
What format will it take? (In-person, online, hybrid? Talks, panel, interactive?)

Who will help you? Having team members you can delegate tasks to is helpful. If you have budget, you may
be able to employ student ambassadors to help)

To Do:

e Draft a title and short description

e Decide on the duration and date range for booking a space.
e |dentify potential collaborators, speakers, or co-organisers
e Create a simple event outline or structure

e Plan regular meetings for co-organisers to split tasks

Step 2: Plan Logistics
There are two main ways to approach scheduling your event:
1. Book the date and venue first, then invite speakers.

2. Check availability with your preferred speakers across a few date options, then book a venue that
works for one of those.

Either method can work. It depends on priorities (e.g. speaker availability vs. securing a high-demand
room).

Planning a Date

When choosing a date for your event you should be mindful of other team events, term holidays and
reading weeks, bank holidays, religious holidays and potential strike days. The interfaith calendar is a useful
resource for checking religious holidays, and the UK Strike Action calendar is another useful resource.

Where will the event happen? Do you need to book a room or an online platform?

For in-person events, you should book your space as soon as possible, due to demand and scheduling
constraints, especially during term time.

Think about the types of rooms that are in your institution, do they have adequate AV capabilities, or
hybrid capabilities if you require them
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Will you offer food, refreshments, materials or merchandise?

Coffee, tea on arrival, lunch, and afternoon are nice to have, but can be expensive. Will you need to factor
in the cost of paper, flip charts etc?

Will you have branded notepads, pens etc.?
Do you need funding or budget approval?

Your institution may be the best place to find funds in the first instance. These are the kinds of funds that
you should look for.

e Research Culture Funds — Good for workshops, training or networking events that aim to improve
the culture of your institution.

e Faculty / School ECR Funds - Good for: Pilot workshops, away days, reading groups, speaker series

e Public Engagement Offices - Good for: Engagement events, festivals, co-creation with communities

e Doctoral Schools / Graduate Schools -Good for: PGR-led conferences, training events,
interdisciplinary networking

e External societies often provide small funds to run events. Eg: Institute of Physics, Royal Society of
Chemistry.

e Royal Society of Chemistry

e Equality, Diversity & Inclusion (EDI) Funds

Do you require AV for an in-person meeting?

Make sure you check what the room is already equipped with, e.g. projector, built-in computer,
microphones. You can usually order additional AV equipment if needed. Don’t forget a slide clicker.

While it’s tempting to let each speaker use their own laptop, this can really throw your schedule off. It
always takes longer than expected to switch between devices and set up.

Will it be recorded? If so, you need to get permission from the guest speaker and put up signs to notify the
audience with an opt-out option.

Recommendation:

If you have multiple in-person speakers, ask them to send their PowerPoints at least two days in advance
so you can test them on the room's computer.

This helps ensure that videos play correctly and formatting is preserved.

Don’t be too hard on someone if they send their slides late. If you have the majority of presentations ready
in advance, it will reduce stress on the day.

EDI Considerations

When planning your event, it's important to ensure it is inclusive and welcoming for everyone. Here are a
few practical steps to support equality, diversity, and inclusion:

Accessibility: Choose venues with step-free access, accessible toilets, clear signage, and good acoustics. For
online events, enable captions and ensure slides are readable.

As previously mentioned when choosing a date for your event you should be mindful of other team
events, term holidays and reading weeks, bank holidays, religious holidays and potential strike days.
The interfaith calendar is a useful resource for checking religious holidays, and the UK Strike Action

calendar is another useful resource.
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Just in case you arrive in a situation where there is an issue with your event date, such as transport strikes
or another unpredicted clash, it is a good idea to have a contingency plan in place. Have a clear process for
what to do in this situation - who you would consult with and who the final decision maker would be on
whether to postpone the event. It is also a good idea to have in your diary the last date when you can
cancel/postpone your venue booking without incurring charges - check your venue contract and have a
pop-up reminder for this date in your Outlook calendar.

e Quiet space: For larger or longer events, it can be good to offer a designated quiet room for
attendees who may need a break from noise or social interaction. This can be tricky because rooms
can be hard to find, but it’s something to consider.

e Name badges: Use name badges with pronouns (optional) to support respectful interactions and
minimise assumptions.

e Inclusive language: Use gender-neutral and culturally inclusive language in your materials and
presentations.

e Dietary needs: When providing refreshments, offer dietary options (e.g. vegetarian, vegan, halal,
gluten-free) and clearly label everything.

e Book venue/room or virtual platform (Zoom, Teams, etc.)

e Book AV if required (microphones, clickers, laptop adaptors)

e Apply for or confirm any budget (catering, speaker fees, printing)
e Draft a detailed timeline for the day

e Contact speakers/facilitators to confirm availability

Step 3: Promotion & Registration
How will people hear about the event?

Think about which channels are most effective for your audience, e.g. mailing lists, newsletters, social
media, internal comms, or partner networks.

¢ Do you need to manage sign-ups?

A calendar invite may be sufficient for some events, but you should decide whether you need advance
registration to track numbers, manage capacity, or collect attendee information (e.g. via Eventbrite, MS
Forms).

e Will you need a registration desk?

For in-person events, consider whether you need a check-in point to welcome attendees, manage arrivals,
and handle any on-the-day queries.

e What metrics will you collate?

Plan what data you want to capture, such as number of registrations, attendance rate, audience
demographics, and feedback for reporting and future improvement.

To Do:

e Ask your speakers for the title of their talk, abstract, biography and a photo you can use for
promotion.
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Step 4:

Create a poster or digital flyer with date, time, location, key topics/speakers, and registration link
Set up a registration form (Eventbrite, Google Form, MS Forms)
Promote via email lists, newsletters, social media, and word of mouth

Finalise Content & Materials

Are all speakers/facilitators confirmed?

Do you

need slides, handouts, or activities?

Ensure that any handouts are proofread, and give yourself enough time to get it printed.

To Do:

Step 5:

To Do:

Step 6:

Tips:

Step 7:

To Do:

Confirm time slots, titles, and tech needs
Prepare your slides or intro, evaluation forms, printouts/resources
Share a final schedule with speakers/attendees

Rehearse & Prepare Tech

Practice your introduction and presentations

Test AV equipment or platform tools

Prepare breakout rooms if online

Print materials, sign-in sheets, name tags, signage for bus stop signs to direct guests
Brief any people who will be helping you to run the event

Run the Event

Arrive/log in early to set up

Welcome attendees warmly

Keep an eye on timing

Have a helper or co-host

Be flexible — minor hiccups are normal

Follow-Up & Reflect

Send thank you emails to attendees, speakers, helpers

Share slides, recordings, or resources

Ask for feedback via survey

Write a short reflection on what went well and what to improve
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