AFP IDEA Event Planning Checklist
Use this checklist before confirming your event plan to help make AFP Greater Vancouver events accessible, inclusive, and welcoming for all participants.
	Check
	Planning consideration

	☐
	Assign an accessibility and inclusion lead for the planning committee.

	☐
	Invite speakers, panelists, and moderators for their expertise while avoiding tokenism; provide safe, respectful spaces for lived-experience contributions.

	☐
	Build inclusive introductions into the agenda, including pronouns and a thoughtful land acknowledgement where appropriate.

	☐
	Choose the date, time, location, and venue with accessibility in mind; plan recordings, slides, or other materials for people who cannot attend.

	☐
	Confirm the event format and room or virtual layout support clear pathways, mobility needs, and advance accommodation requests.

	☐
	Offer multiple ways to ask questions, such as advance submissions, chat, microphone, or anonymous options.

	☐
	Review ticket pricing for financial accessibility, including options such as sponsorship, tiered pricing, guest tickets, or reserved spaces.

	☐
	Make promotional materials clear, readable, inclusive, and transparent about accessibility details, content considerations, and scent-free expectations.

	☐
	Plan catering for common dietary needs and confirm all allergens and accommodated meals will be clearly labelled.

	☐
	Brief speakers and facilitators on introductions, accessibility needs, technology requirements, shared materials, and sensory or content considerations.

	☐
	Keep registration forms short and accessible; ask about accommodations and dietary requirements where applicable.

	☐
	Test event technology, including captions or transcripts, chat, mute settings, raise-hand tools, polls, breakout rooms, virtual backgrounds, recordings, and participant instructions.

	☐
	For virtual or multi-location events, confirm land acknowledgement wording, Nation names, spelling, pronunciation, and caption accuracy.



