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Congratulations!
You've just become a part of the WE FOR SHE movement to boost gender equality in the workplace, grow
women leaders and empower girls to be bold in their careers.
Your decision to host a WE FOR SHE NextGen event will help shape the workplaces of the future. Attendees
will learn about diversity, unconscious bias, leadership, innovative career opportunities and the need for
gender equality in the workplace. They will hear from successful women who are leading the way and leave
inspired, motivated and excited about their career options!

Background to the WE FOR SHE Movement
The movement began in 2014 at the BC Economic Forum: Women as a Catalyst for Growth when business
leaders gathered to discuss how they could grow more women leaders: on boards, in professions, as
entrepreneurs and in trades and non-traditional careers.
Fast-forward four years and the effort has grown into a national initiative involving thousands of people, over
100 organizations – and now you!

About the NextGen Leaders Program
The NextGen Leaders Program is part of the WE FOR SHE movement that focuses specifically on supporting
young women with mentors, champions and support.
Supported by Minerva Foundation in partnership with Women's Enterprise Centre, the NextGen Leaders
Program helps young women speak up, step up and act up to overcome gender inequality.
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About WE FOR SHE Events
The 2016 event, WE FOR SHE: Championing the Next Generation, held in Vancouver was one of the largest
collaborations of women’s organizations, companies, experts, business leaders, advocates and young women
in North America. More than 1,500 business leaders – women and men – and Grade 10-12 young women
engaged in lively discussion, heard inspirational keynotes and made their own commitments for change.
WE FOR SHE NextGen events like the one you are planning are based on the same model to get young
women and men involved in making sure the important momentum of the WE FOR SHE movement continues.

#WEforSHEKelowna 2017
In April 2017, the Kelowna Secondary School Global Awareness Club hosted the first WE FOR SHE
NextGen event for over 300 students of the Central Okanagan School District. Speakers included
representatives from some of the biggest names in gender diversity, such as Catalyst Canada.

Why is this Important?
There are over 81,000 girls in grades 10-12 in BC who have amazing potential, but studies show you will face
challenges with gender equality after graduation:
Jobs: Girls get better grades in school and graduate in higher numbers than boys from university, yet they
trail behind in employment rates, pay, business ownership and involvement in politics.
Pay: On average women who work full time earn 72 cents for every dollar earned by a man.
Opportunities: Women are great entrepreneurs, yet only 37% of business owners in BC are women.
Promotions/Leadership: While women make up 47% of the workforce, only 5% of CEOs in Canada are
women.
Based on the current pace, it will take over 200 years for women to achieve full equality in the workplace in
Canada – but you can help the Next Generation speed up progress!
Learn more at weforshenextgen.ca/why-is-this-important
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Where to Start…
Here's how to get organized so you can start planning your WE FOR SHE NextGen event.

1. Read through this Launch Guide
This will help you gain an overview of what's involved, put a team together and understand the tools and
resources available to help you host a great event!

2. Check out the whole Toolkit at weforshenextgen.ca/templates
We have prepared all the resources you need to plan your WE FOR SHE NextGen event, and they're
available for download from the WEFORSHE NextGen website: weforshenextgen.ca/templates.
The Toolkit includes:
•

How-to packages and timelines for each team

•

Planning tools, such as budget worksheets, meeting agendas and technical programs

•

Sample letters and email templates for outreach to ‘Inspire Speakers’ and community members

•

WE FOR SHE artwork, including your school's customized event logo

•

Printing templates and style guide
Watch for this icon! It indicates when there is a template or resource available to help you

3. Meet your WE FOR SHE Coach
Once you sign up to host a WE FOR SHE NextGen Event, you will be set up with your own WE FOR SHE
Coach who will help you throughout the entire event planning process. She will help you stay on track,
overcome roadblocks and execute a fabulous event!
If you host a Half Day event, you get up to three coaching sessions via phone or Skype. If you’re hosting a
Full Day event, you get six sessions. The calls will touch on how you’re doing on the actions outlined in the
Master Planning Timeline
and help you plan next steps. The Coaching Session Schedule & Notes
will help you prepare for each meeting.

4. Hold your first meeting
You will need to get your team on board to pull off a great event! At your first meeting, you need to share
why you want to host a WE FOR SHE NextGen event and what’s involved.
The First Meeting Agenda
will help you prepare for a successful meeting and talk about key points
to help the team share your excitement for the WE FOR SHE movement and get on board with their
commitment to make an event happen at your school.
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Roles: Putting Together the Right Team
It takes a team to run an event like WE FOR SHE! The following pages outline eight key roles that need to be
filled and an overview of their main responsibilities.
We recommend you bring a copy of each sheet to share with your potential team members at the first
meeting to see who's interested in which roles. They can be split up between team members and, depending
on the size of your event and planning committee, a person may choose to take on multiple roles.
Once the roles are filled, each team will access their worksheets, timelines and templates to get started!

"Alone we can do so little, together we can do so much." – Helen Keller

1. Event Chair Lead for event coordination, speaker and table host recruitment,

school administration contact, WE FOR SHE NextGen Event webpage

2. Event Vice-Chair Lead for venue, floor plan, sponsorship
3. Catering Lead for food and beverage service
4. Décor Lead for creating the event style, décor, table and chair rental
5. Handouts & Swag Lead for event posters, program printing, swag bags, gifts
6. Tech, A/V Lead for tech, A/V requirements/rentals, PowerPoint presentations
7. Community Outreach Lead for media, community publicity/social media
8. In-School Promotion & Registration Lead for student outreach, ticket sales,
registration, Facebook Page
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Event Chair
The Event Chair has the important role of overseeing the success of the entire event. You are the main contact
for the teachers, students, guests and speakers. You are in charge of giving direction and leadership to the
group. As the Event Chair, you must be responsible and accountable. This is a big role, but a great experience
and positive resume builder!

A bit about you
A great Event Chair is very organized and comfortable working with timelines, checklists and budgets. You are
a strong communicator and you like to step up and lead a group. You may be a future CEO or entrepreneur!

What you'll be doing
 Be the main point of contact for students and teachers
 Ensure Master Planning Timeline

is followed and key deadlines at met

 Connect with teachers on logistics and event promotion
 Assign event roles and hold team members accountable
 Schedule and run meetings
 Maintain Budget
 Invite and communicate with Table Hosts
 Vet, invite and communicate with MC
 Oversee the execution of the WE FOR SHE NextGen event on event day
 Greet and direct volunteers on event day
 Help write Event Script
 Develop Technical Agenda

Full Day event add-ons
 Vet and invite ‘Inspire Speakers’
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Vice-Chair or Co-Chair
The Event Vice-Chair (or Co-Chair) has the important role of being the external or community contact for the
event. This means they secure a venue, speak with community members about the event and manage sponsor
relationships.

A bit about you
Like the Event Chair, you are well organized and work well as part of a team to coordinate your efforts. You
are comfortable making contacts in the community and you are good at managing relationships and keeping
track of expectations.

What you'll be doing
 Ensure your Vice-Chair Timeline

is followed

 Support Event Chair during meetings
 Identify sponsorship opportunities and invite local businesses to become sponsors
 Manage relationships with sponsors, including "the ask", signing the deal, and following up on all
elements of the agreement to make sure both sides fulfil their commitments
 Thank sponsors after the event
 Book a venue and work closely with other teams to organize the floor plan, rentals and technical
requirements
 Manage student team members on event day

Full Day event add-ons
 Help Event Chair find an MC and ‘Inspire Speakers’ and help write speaking notes
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Catering
Catering can be an important element of your event, especially if the event is happening around or during a
meal time. Will you be providing refreshments, snacks, a meal? Catering is all about coordination, so you will
work with other teams to make sure you get the right food at the right time.

Your ideal team
A good catering team is organized and detail-oriented. You are good hosts and consider all of the pieces
behind the scenes that make for smooth service – you may be experienced or aspiring servers, hostesses or
home cooks.

What you'll be doing
 Ensure Catering Team Timeline

is followed

 Work with the Event Chair to determine and manage a catering budget
 Work with the Vice-Chair to secure catering sponsors (optional)
 Decide what type of food/beverages to serve and when
 Get quotes from catering companies, then select the best option
 Ensure everything gets delivered and set up properly on event day

Full Day event add-ons
 Provide a catered lunch break
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Décor
Make your WE FOR SHE NextGen event memorable by decorating your event space. A little time and effort can
help your guests feel like they are not at school, but at a transformational event!

Your ideal team
A good Décor Team includes a mix of creatives and organizers. You have a vision for the day, know how to set
the mood and like to make your guests feel special. You can coordinate with other teams, manage a budget
and keep all the pieces organized. You might be future event planners, designers or artists!

What you'll be doing
 Ensure Décor Team Timeline

is followed

 Work with the Event Chair to determine and manage a décor budget
 Work with the Vice-Chair to secure décor sponsors (optional)
 Work with Vice-Chair to determine best floor plan
 Envision a look and feel to create your event style using WE FOR SHE NextGen Style Guide
 Work with other teams on event venue, layout and rentals
 Gather, rent and/or create your décor, tables and chairs prior to the event
 Identify extra signage needed for the venue (eg. bathroom sign)
 Creatively transform the venue into a WE FOR SHE NextGen event!

Full Day event add-ons
 Have tables set up for food
 Have tables set up for students from different schools to check in
 Work with Vice-Chair on sponsorship for flowers and more elaborate decorations
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Handouts & Swag
The Handouts & Swag team is responsible for creating the printed and promo materials including posters,
swag bags, programs and thank you gifts. These details help get the word out, make the event look
professional, and provide take-aways for your attendees.

Your ideal team
The Handouts & Swag Team has important roles throughout the planning process, so you need to be
organized, involved and good with deadlines. A great team will have an eye for detail and a passion for design
– consider recruiting aspiring graphic designers.

What you'll be doing
 Ensure Handouts & Swag Team Timeline

is followed

 Work with the Event Chair to determine and manage a handouts & swag budget
 Work with the Vice-Chair to secure printing or promo item sponsors (optional)
 Brainstorm swag ideas (think bags, stickers, buttons, mugs, etc.) and use the WE FOR SHE NextGen
Syle Guide
for designs
 Work with printers and suppliers to get quotes and manage the production process
 Prepare graphics and print files for printers/suppliers, then approve them for printing and organize
their delivery (Tip: All these desigs are ready for you to use!)
 Work with the In-School Promo & Registration team to produce and print posters
 Work with the Event Chair to produce and print event programs
 Compile swag bags adding any items contributed by sponsors prior to the event (optional)
 Ensure all printing and swag is set up on the event day
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Tech, A/V
The Tech, A/V (Audio/Visual) role is very important to the success of your WE FOR SHE NextGen event! Your
A/V ensures everyone stays engaged in the content and supports the conversation with inspiring visuals.

Your ideal team
The Tech, A/V Team should have a strong knowledge of current technology and A/V requirements and
may have experience putting on a large event. You will work with other teams on floor plan layout and
troubleshoot issues and support presenters on event day. Team members might be future A/V technicians,
aspiring programmers or audio engineers.

What you'll be doing
 Ensure Tech, A/V Team Timeline

is followed

 Work with the school administration to use equipment (if possible)
 Work with the Event Chair to determine and manage an A/V budget
 Work with the Vice-Chair to secure an A/V sponsor (optional)
 Determine your A/V requirements and consider other ideas to engage the audience
 Request quotes from A/V rental companies, determine your best option and complete the rental
process
 Create energetic vibes with fun music and visuals
 Work with the Vice-Chair to add sponsor logos to the slides for downtime PowerPoint
 Work with the Event Chair to coordinate the A/V cues with the event program
 Set up and test all A/V equipment prior to the event
 Execute your plan on the day to run a smooth event!

Full Day event add-ons
 Have two projector screens at event: one with the workshop presentation and the other with rotating
images of sponsor logos, event twitter feed or other images you would like your guests to see
 If the event is held in a large space like a gym, have an extra microphone for the audience to ask questions
and interact
 Organize photography or video during the event to capture the day!
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Community Outreach
The Community Outreach team will work closely with the In-School Promotion & Registration team to produce
buzz about your event. While the In-School Promotion & Registration team works on filling the seats, your job
is to get the community on board so you can secure sponsors, speakers, media and other guests. Plus, your
event will be so amazing you want to share it with the world!

Your ideal team
The Community Outreach team should be comfortable reaching out to local businesses and media outlets.
You need to be strong communicators as you will be creating the messaging around your event to get
community engagement. You should have a good understanding of the social media channels your target
audience is using and know how to engage your followers. Team members may have a future in public
relations, promotions, communications or marketing.

What you'll be doing
 Ensure Community Outreach Team Timeline

is followed

 Fine-tune the WE FOR SHE message so that it matches the event your school is hosting
 Create and manage an online presence for your WE FOR SHE NextGen event – this may include a
event page on weforshenextgen.ca, local calendar listings
 Work with the In-School Promotion & Registration team to jointly manage your social media
 Compile a WE FOR SHE NextGen Event Media Kit

and circulate it to media outlets

 Manage relationships with media, invite them to cover the event, and provide interviews
 Work with the Vice-Chair to provide supporting materials and information to recruit sponsors
 Thank sponsors, speakers and supporters online and follow up with media after the event
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In-School Promotion & Registration
The In-School Promotion & Registration team communicates what WE FOR SHE is all about! Your job is
to get students so excited to come your event that they can't wait to get a ticket. Working closely with the
Community Outreach team, you will create social media buzz. Working with the Handouts and Swag team, flood
your school with posters and announcements, then watch your registration numbers climb!

Your ideal team
The In-School Promotion & Registration team likes to be social. You need to be strong communicators as you
will be creating the messaging around your event, i.e., the words you will use to describe it to get students
excited. You should have a good understanding of the social media channels students are on and know how
to engage them. Team members may have a future in event promotion, communications or marketing.

What you'll be doing
 Ensure In-School Promotion & Registration Team Timeline

is followed

 Work with Event Chair to set event ticket pricing and attendance goals
 Work with the Handouts & Swag team to create posters or other marketing materials
 Work with the Community Outreach team to jointly manage your social media
 Brainstorm creative ways to promote the event
 Coordinate and execute a marketing strategy
 Manage event registration
 Recruit volunteers to sell tickets and to help with check-in on event day
 Welcome guests and check them in on event day

Full Day event add-ons
 Display a live twitter feed during the event and encourage guests to take photos and use the event
hashtag
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