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[bookmark: _179ii5wkxzo0]Your essential guide to a great day!
In November 2018, the UK’s first Transport Planning Camp was held at the Open Data Institute in Leeds. Taking inspiration from Transportation Camp in the USA, the first event was led by a team of volunteers from Mobility Lab, Arup, Shyft Mobility, and Transport for London. But anybody can run their own Camp, hence why we have produced this guide.

	The Golden Rules of Transport Planning Camp
If you don’t remember anything else, remember these!
Whoever turns up are the right people
You may have ideas for who you want to attend. But in reality, whoever attends on the day wants to be there and take part. 
Make sure a Camp is the right event for you
The strength of a Camp is it promotes regular interactions in a flexible, creative, environment. It is likely that you have already decided the format is right, but always double-check.
Have an objective in mind
While the participants generate the content, having an objective in mind provides a focus. It also manages expectations.
No lectures or sales pitches
An unconference inverts the traditional conference format. Participants will know when they are being lectured to or being sold something, and will vote with their feet.
Be open in everything that you do
Share notes, share the intent of the day, share ideas in advance, blog about it. Keep no secrets - it generates trust and debate.
Trust your participants, and be positive
Camps are all about engaging with the participants. Whilst there may be a strong urge to instruct, your role is to facilitate and generate good vibes. They will thrive because of it.


[bookmark: _rc2wa8gmxhji]Before the event...
[bookmark: _hn4kncphr1xq]The unconference format
Transport Planning Camp is an unconference, a type of event where the users not only participate, but generate the agenda for the day, and focuses on informal networking and discussion. But the reality is that unconferences are incredibly flexible in format and delivery. Some can last several days, others can be done in an afternoon. Transport Planning Camp 2018 lasted a day. What is important is that it is participant-driven.
[bookmark: _7jvj9sjkgawv]Your first decisions - who you want there, what your budget is, and where
Having said that, there is still plenty of organising to do. These events don’t organise themselves!
The most important question you need to ask yourself is what is the type of audience that we want to attend? This drives everything that you do. Will it be for staff within your organisation only? How about fellow transport planners? Other professionals like engineers or urban designers? Start-ups? Community groups? Are you tied to a specific geographic region? This not only helps on defining your audience, but who you may partner with to deliver the event.
A useful exercise here is to develop Personas of the sort of people you would like there. They really bring your audience to life, and can be generated in just a couple of hours.
Now you know your audience, you can start setting a budget. The reason is because they will help you to decide where to hold your Camp, which will drive most of your costs. This is not just in terms of geographical location, but it terms of what type of facility. Getting the right venue that fits with the vibe that you want for the event is essential to making the day work.
When looking for a venue, other important things to factor in are the flexibility of the venue (a mix of small and large rooms is good, and one big room to start and end the Camp is a must), proximity of the rooms to each other, accessibility by non-car modes of transport, accessibility for people with mobility issues, and security arrangements.
For your costs, the most significant that you need to look at are:
· Venue hire - as highlighted above;
· Catering - a good lunch makes people happy, and remember to ask people if they have specific dietary requirements;
· Equipment purchase or hire - most venues have projectors, screens, and flip charts as standard, but remember to ask;
· Stationary - pens, markers, post-its etc;
· Name badges - differentiate between attendees and helpers, as it helps when people have questions they need to ask;
· Branded merchandise - a nice to have, but try to keep to a minimum;
· Travel and hotel costs for organisers and helpers - you may want to set a limit on how much they can claim back, e.g. £50.
You may also want to think about the time needed to plan the event, and how you cost that. Transport Planning Camp was created and run entirely by volunteers, but you may not be so lucky. The time needed scales directly with how big the event will be.
Another important thing to think about is WiFi. To run an unconference successfully, good public or guest WiFi is a must. Some venues may charge an extra premium for this.
[bookmark: _hbm6cpvsl1iy]Getting sponsors
Now that you have your budget set out, you should think about potential sponsors for the event. They will cover most of your costs, so now that you have your audience, venue, and date sorted, you can target them. There are a number of options for sponsoring the event:
· Having general event sponsors at different levels and charge accordingly - think Platinum, Gold, Silver, Bronze etc.
· Sponsorship for specific parts of the event, for example lunch or the afternoon session;
· Sponsor stands, allowing them to demonstrate their products;
· Providing a specific element of the event free of charge, such as the venue.
Its worthwhile thinking about creating a sponsorship pack to help with this (we did this), setting out why they should sponsor the event. You will be competing for sponsorship against a number of other events, so it’s important for you to sell your event to them. What will Platinum sponsorship get them as opposed to Gold? Why is your target audience important to them?
We recommend shortlisting some companies who may sponsor, and contacting them early.
[bookmark: _3rw017ogtdmu]Entry Fees and Registration
After you have set your budget, its worthwhile thinking about whether you will charge entry fees to participants. It is tempting to simply have your event as free, and it has its merits - it’s the most accessible and ensures that you will fill up. A small charge (even £10) can discourage many people, however it means that those who do sign up will almost certainly turn up.
You should then create a registration site to manage sign-ups. We used Eventbrite, but other options include Splash and nvite. Note that if you are planning to charge for the event, some sites take a percentage of the ticket price as a fee, so you should be mindful of that when budgeting.
[bookmark: _s5sk2qd1s72x]Building a team
The size of your team will scale according to how big you want your event to be. An afternoon session with a group of 20 may be possible with just one or two of you. A one or two day event with 50-100 people will need a whole team. 

There is no science to an ideal number for each event, but having an organising group is important from the outset to identify organisational tasks to deliver and delivering them. And you will all be marketing and promoting the event.
For the day, you will need several team members to make it run well. You will need:
· A facilitator and a note-taker for each session in each room;
· People to run the registration desk during sign up;
· Someone to fix issues as they arise in sessions - running low on stationary, sort an equipment malfunction etc.
Make sure that your team also get a chance to enjoy the Camp. They should not sit in the same room facilitating all day, unless they want to!
For bigger Camps (certainly over 50 participants), you may wish to allocate ‘room leads’ for the day, where one person is responsible for the efficient and fun running of each room during the day. This includes ensuring each session is appropriately staffed, and everyone knows what they are doing.
Your team will need briefing on their duties for the day in good time. The earlier the better, and certainly no later than two weeks before the event so that any issues can be sorted in time. We would also recommend giving one or two people the duty of coordinating the team, and acting as lead contacts for them in the event of any issues.
[bookmark: _gdd2mse42v7o]Theme
This is not an essential thing, but it’s worthwhile thinking about having a theme for the day. You may already have one in mind, and it has its benefits. It helps to focus people’s ideas for sessions, and helps to narrow your audience. On the other hand, an overly prescriptive theme may stifle creativity and discussion on the day. For Transport Planning Camp 2018, we chose ‘Transport Needs of Future Generations.’
[bookmark: _gmorkr6kx39q]Promoting and Marketing
Promoting your event early, and often, is critical to getting people to attend. We would recommend starting promotion as soon as you have the date, time, venue, and theme agreed. 
You can use the brand identity for Transport Planning Camp. We can help to promote your event by putting it on transportplanningcamp.com, sending it out to the Transport Planning Camp email list, or tweet it on @tplanningcamp. Send your information to enquiries@transportplanningcamp.com. 
Remember to create an event hashtag, and share it with participants. We used #tpcamp18. Tools like visibletweets.com let you display tweets in real-time.

[bookmark: _uo1rx464jfgj]Planning the Day
Regardless of the exact format you choose, you should decide the day’s schedule as far in advance as you can. The main decision you need to take is how many sessions will take place. We recommend that each session should be between 45 minutes and 1 hour 15 minutes in length. Certainly no longer, as people’s concentration starts to flag after that. You should also have a break of at least 10 minutes between each session, to allow people to move between rooms.
You should also allow about 30-60 minutes for a session at the start of the day to get participants to brainstorm session ideas, and decide the agenda.
Think carefully about when your breaks are - for lunch and coffee. It is usually best to have lunch start sometime between 12 and 1. A well-timed break not only recharges the batteries of participants, but for those looking to make an early getaway they provide an opportunity to do so without disrupting a session.
The number of sessions that you can run will be determined by the capacity of your venue. Under no circumstances should you try and run more than one session in each room, even if the room is big. Sound carries!
Start and end times will be determined by who your desired participants are and where they are likely to be travelling from. People living many miles away or who have to drop children at school may struggle for an 8:30am start, or be put off by a 5:30pm finish. They have lives outside of work after all!


[bookmark: _2hrt7h8iilor]The day itself
[bookmark: _74fbljewghcl]Registration
Make sure that you have enough people on the registration desk. Registration takes more time than you think. Picking up your name badge, picking up swag, asking where the facilities are, a friendly greeting, it all takes time. Allow about a minute per attendee. That means if you need to register 300 people in half an hour, you need 10 people on registration.
Refreshments are expected to get people started in the morning. Tea, coffee, juices, and water are essential. A light breakfast is a good option too.
[bookmark: _1dd80u2z1q3c]Kick Off
Setting a positive tone for the day from the off makes for a great event. So make sure whoever is presenting first knows that. You may wish to have a keynote from a prominent person, though they are not common at unconferences.
The opening presentation should cover at least the following:
· The usual health and safety briefing - fire escapes, toilets, fire alarm tests etc.;
· Explaining what an unconference is;
· The only rule of unconferences - the rule of two feet (plus any others you decide to add, like Chatham House);
· The schedule for the day - when the breaks are and the planned finish time.
Be creative and engaging with it. At Transport Planning Camp, we used the sign up data to get people to shout out when we called their city name. 
[bookmark: _qwhb2po3q3og]Deciding on sessions
This is the most important session of the day. It is here where participants brainstorm their ideas, and decide on what they want to talk about. You need to make it energising, engaging, and fun. The more noise in the room while doing it the better.
There are loads of methods for doing this. We recommend looking at Liberating Structures for ideas. Regardless of the method chosen, you need to get ideas for sessions from participants, and get them to rank them. The highest ranked becoming the sessions. At Transport Planning Camp 2018, we used the 25/10 Crowdsourcing method, that was very well received.
Organising everyone's session suggestions is more of an art than a science. Find an individual or team to build the schedule on a board quickly and fairly. If there are more session proposals than you can accommodate, someone might try to gather the people behind the session ideas and propose mergers.
We recommend having the schedule online as well. Use something like Google Docs, Hackpad, or Dropbox, and share the link with the participants. For this, you may want to use a link shortener like bitly or goo.gl.
[bookmark: _uak4qft3khdd]The Sessions
Assign people to each room to run each session. You will need at least a facilitator, plus a note-taker. All notes should be available online via a shared document. Like with the schedule (above) use something like Google Docs, Hackpad, or Dropbox, and share the link with the participants (and the person taking notes). For this, you may want to use a link shortener like bitly or goo.gl.
Good facilitation of sessions is an art, not a science. The most important thing for them to do is to engage everyone in the session, and create a positive environment. There is no set method to each session, so be creative! At Transport Planning Camp, our sessions ranged from discussions, to roadmapping, to product design.
The facilitator for each session may want to speak with the person(s) who suggested the session topic before it starts, to see if they want to facilitate or to get their ideas behind their suggestion. 
For the person taking notes in each session, having a laptop and edit access to the session notes document are important. If all else fails - as technology can do occasionally - make notes on paper or a flipchart (always have these as a backup).
Participants will not distribute themselves evenly. Some rooms will be full, others will only have 2 or 3 participants. If you assume an average capacity of 60%, then your event's capacity would be 60% of all available spaces for the session rooms. Remember the the rule of two feet.
It is worthwhile thinking about having a person floating between rooms, who can troubleshoot where necessary, for example extra post-it notes or dealing with an equipment issue. Having a shared WhatsApp Group or Slack can help a lot with this, and ensures that those in the rooms can let you know that they need something without having to leave the room.
[bookmark: _piiiqznogl2n]Wrap Up
The final session should be to wrap up the day’s events. You can discuss lessons learned, what the next steps are, or commit people to taking certain actions. Regardless of what you do, remember to thank them for coming!


[bookmark: _grst36klhl7v]We are here to help!
We hope that this document is useful. The Transport Planning Camp organising team is happy to answer questions, and potentially help you with organising your event. The best way to get in contact is to email on enquiries@transportplanningcamp.com. 
We have created a web page with resources from all of our events. Session notes, templates, schedules, the whole lot. Once you have had your event, please share them with us.
This document will be constantly updated. If you have any feedback on it, we would love to hear it. Please email us at the above address, or just add your comments to the appropriate section.
Above all, have a great event. You will not regret it.
Anna Rothnie, James Gleave, Laura Putt, and Pawel Bugajski
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