


In-person events are great for hands-on and interactive events, theyʼre also a great way to

connect with your participants and to allow them to connect with each other. You might also
consider running an online event to complement your in-person events, or run a hybrid event
where people can attend the in-person event via Zoom instead if they choose to (a nice option
for those isolating at home, or those who canʼt travel to your event). If youʼre running a hybrid
or online event, please also see our Virtual Event Guide.

Regenerative Delivery
We suggest considering the following questions before you design your event:

1. How does my event inspire sustainable actions and lifestyles in Tāmaki Makaurau?
2. How is my event building resilience by increasing diversity, inclusivity, accessibility

and equity in sustainability?
3. How is my event honouring the spirit of Te Tiriti o Waitangi?

The Basics
The Customer Journey

● What is the event - a workshop, a working bee, a networking event or something else?
● What “transformation” will participants undergo at your event, i.e. for a workshop on

growing food at home: the participant might go from knowing nothing about growing
food, to being able to start their own, small vegetable garden.

● How can this event be made more fun, engaging or educational?
● What is the “customer journey” from signing up for the event, to reminders, to arriving

and being welcomed at the venue? What do they experience at the event, what is their
experience of leaving the event and of saying goodbye, what is their last impression?
What do they go away with, and how will their journey continue a�er the event, how
will they stay connected with you or with the material or experience you shared at the
event?

● How can participants share their experience with others? Are there slides, pamphlets
or links that they can take with them? Can they take photos during the event and share
these on social media with relevant hashtags? What other events can they attend?

https://docs.google.com/document/d/1opNurOFx9JsEJSUz6UXXILjOgLek2eKAj8tkc7QxXQI/edit?usp=sharing


Logistics and Housekeeping
● Where will the event be hosted? How many people can attend this venue?
● Who is this event for? What days and times make the most sense to host this event for

the people you are targeting?
● What will attendees need to bring to the event? What supplies or materials will you

need to bring to effectively run the event?
● What (if anything) will the event cost you to run?
● Consider the headings below.

Transport
We recommend choosing a venue close to good public transport links and encouraging
people to get to and from the event sustainably in your invite. See if there is an existing bike
rack or Locky Dock nearby, or have a place available to use their own bike lock.

Accessibility and inclusion
We want every Aucklander to have the opportunity to engage in sustainability. We
recommend taking a look through Tataki Auckland Unlimited's Accessible Event Guide.

Energy
Consider if there are ways to reduce your energy use throughout the delivery of your event.

Food
Sourcing food and drinks locally and offering a vegetarian/vegan selection can keep your
environmental impact down as well as help cover dietary requirements. If applicable, please
remind your participants to bring their keep cup and drink bottle.

Recommendations:

https://thesustainablefoodco.co.nz/

https://www.lockydock.co.nz/
https://www.aucklandnz.com/sites/build_auckland/files/media-library/documents/ATEED-BeLab-Accessible-Events-Guide-2020.pdf
https://thesustainablefoodco.co.nz/


Waste
Offering refreshments or handing out leaflets? Choose reusable cups and plates, if not
possible then aim for easily recyclable or compostable products but don't forget to have the
correct bins in place! Check out Zero Waste Events for tips on hosting a waste free event.
There may be some funding available to help you run your event “zero waste”, we will send
you more info on this shortly.

Booking Systems
You are welcome to use your preferred ticketing platform or booking system. We recommend
checking out Humanitix if you donʼt have a platform already. Your EcoFest Support
Organisation may be able to manage your bookings for you, using their own booking system,
so please mention this in the event booking form under ʻOther info .̓ The organisation will get
back to you and confirm whether they can run your bookings or not.

Event permits
Check out if you need an event permit via the information on Auckland Council's website.

Health and safety
As event organiser, you are responsible for everyone at your event. Please take a look through
this Health & Safety guideline for our suggestions regarding this.

Photography, film and other event outputs
We're keen to see our event hosts think about the ongoing impact of their event and how you
can continue to promote the underlying messages and keep audiences engaged. Consider
having an event photographer and sharing the action on social media, remember to use
#ecofest2023. If you've got presentations, it's always good to make these available to
participants a�erwards!

https://zerowasteevents.org.nz/
https://www.humanitix.com/nz/online
https://survey123.arcgis.com/share/6b91f817645f41eb800cfbb551e2905e
https://www.aucklandcouncil.govt.nz/licences-regulations/event-permits/apply-event-permit/Pages/check-you-need-event-permit.aspx
https://docs.google.com/document/d/18oejEjx-VRcUCo8k3pWXOCU4177MZftEROUcC_94Bgs/edit?usp=sharing


Offsetting
Have you considered offsetting the emissions generated by your event? By measuring and
offsetting your emissions with one of Aotearoa's accredited organisations you can ensure your
event leaves the smallest footprint possible. If you are doing this for your event please let us
know!

Feedback Prize
Getting feedback from attendees and event hosts is a very important part of EcoFest, it helps
us tell the story to funders each year, and it helps us to improve year a�er year. Please always
capture the number of people who show up to your event and remember to fill in a feedback
form yourself as an event host. To capture attendee feedback, we suggest having a QR code or
links to the forms (that weʼll send you before EcoFest commences) ready before your event,
for them to fill in straight a�erwards (you can even give them 5 minutes at the end to do so on
their smartphones). You can also email all attendees with a link a few days a�er the event if
you have collected their email addresses. Always let them know that sending in feedback will
automatically enter them into the draw to win a prize (same applies to event hosts).


