
A Guide to Planning an  
Online Safety Event

Trustworthy Computing



Almost anyone can plan an event. It just takes a little preparation and 
thought, whether for a large group or small. Consider the following 
guidance to help you arrive at an online safety information session 
fully prepared to deliver what your audience wants and needs to hear.
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Pre-plan the event
In the early stages of planning, consider the following key questions to help clarify your event theme, 
goals, and audience.

What’s the event theme? 
For example, do you want to address safer gaming for tweens, safeguarding information in the 
workplace, identity theft, or protecting seniors from online scams? Use the materials in this Toolkit to 
help identify your theme.

Here are some examples to consider:

 Parent Nights can help raise awareness of online safety issues for families, and provide practical steps 
that parents and caregivers can take to help address them. 

 School Assemblies can give students at elementary, middle, or high schools online security, privacy, 
safety, and information tailored specifically for them. Use the assembly to emphasize issues of special 
importance to students—social networking, safer use of mobile phones, reputation, even cyberbullying. 
It can build greater awareness of the skills and technologies they can use to more safely navigate the 
Internet. It could also train students to be leaders who share what they’ve learned with others.

Use the same approach to prepare presentations for smaller groups such as scouting organizations, a 
child-oriented nonprofit, or a teen center.

 Internet Safety Fairs can bring together young people, their parents or guardians, and the wider 
community for hands-on activities and to pick up materials that teach online safety. 

 Community Leader Online Safety Forums can engage local community leaders from government, 
schools, and non-governmental organizations. You can use a variety of formats including roundtable 
discussions, panels, and presentations. Community leaders, in turn, can educate their communities 
about Internet safety.

 Community Online Safety Seminars can raise awareness about the risks to safety online and educate 
attendees about the behaviors and technological steps they can take to help minimize those risks.

What are your goals? 
What do you hope to accomplish by holding this event? You might want to:

 Develop good community relations. 

 Raise awareness of computer security, information privacy, and online safety issues.

 Build partnerships with organizations that address the same topics.

 Help improve online safety habits—for example, get people to update their software regularly, protect 
their accounts with stronger passwords, or pay closer attention to their privacy on social networks.

Who is your target audience? 
Who do you hope will attend? Clearly identifying who you’re talking to allows you to address their 
specific concerns in language and with activities that resonate. For example, if you’re creating an event 
that includes both adults and teens, you’ll want to make points and plan activities that speak to both 
groups. If you’re talking to colleagues, you’d use examples from your work. 

http://www.microsoft.com/security
file:/Volumes/FTP%20Files/twc/twc_toolkit/landing_page/home.html
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Choose a date, time, and location
When will you hold the event? 
Schedule the event at a convenient time for the majority of those you hope will attend. Avoid conflicts with 
important events or holidays. 

Where will you hold the event? 
Consider the number of people you expect to attend. Is the location big enough to seat everyone 
comfortably, but not so big that they will rattle around in it? Does the venue require a contract, deposit, or 
donation? Are the tables and chairs you need provided? Is a large screen available, if required?

Plan the program
What key information do you want to share? 
With your audience in mind, identify the most important points you want to make. Use the presentations in this 
Toolkit as a guide. If you don’t find a presentation that suits the event or theme you plan, create your own. The 
brochures and fact sheets in this Toolkit can help generate ideas, and our presentation template (on the “Build 
your own safety presentation” page) can help you structure information in a set of PowerPoint slides.

How will you make those points? 
Consider the best ways to get your messages across. These could include:

 A simple presentation with a slide deck and handouts

 An online event—a Twitter discussion or a web seminar

 Audience participation—for example, to share experiences or work in small groups

 A question and answer session

 A way for partners or sponsors to sell or promote their safety-related products or services

Assemble an event team
Identify people who can assist—someone to coordinate logistics, participate in making the presentation, 
promote the event, welcome attendees, clean up afterward, and the like. Enlisting others actively engages 
your community, and may reduce costs by securing sponsors to defray expenses. Plus, it’s more fun than 
going it alone.

 Determine if other presenters or speakers are needed. If so:

 Early on, identify them, find out their availability, and get a commitment. 

 Establish a backup plan in case they can’t make it for some reason.

 For their presentations, make sure they address the key messages that align with your goals. Agree 
on a length for each presentation or speech.

 Consider partnering with other individuals or organizations with common goals or messages. Establish 
roles and responsibilities as necessary.

 Line up a technical person who can run interference if the sound system, microphone, laptop running 
the PowerPoint presentation, or other technology doesn’t work as it should.
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Develop a budget and schedule  
for larger events
Build a budget
Calculate specific expenses like printing, permits, photography, speakers, food, transportation, and supplies. 
Estimate revenue, if any, such as sponsorship, ticket sales, or donations.

Create an event schedule
 Put all essential decisions and planned activities in sequential order from conception through 
implementation.

 Document who is responsible for each task and a completion date. 

 Distribute the schedule to everyone involved in planning. 

Publicize your event
How will you invite people to and promote the event? Consider announcements to all available outlets—
online (Facebook, Twitter, email, or website) or publications (school or club newsletters), or a press release 
to media (cable or commercial TV, radio, newspapers). Also, consider how possible publicity can help 
advance your overall goals.

 Make a detailed list with names of whom to contact and when.

 How far in advance do you need to promote your event?

 Don’t forget the important details in your publicity: location, date, time, directions and transportation, 
contact information, etc. 

 If you send invitations, is an RSVP necessary?

 If you use flyers or posters, where will you post them? How many copies do you need, and who is 
responsible for making them? This kit includes a poster, Digital Citizenship Begins with You, (on the  
“Build your own safety presentation” page), which is inexpensive to print and designed so that you can  
fill in the details of your event (name or title, date, location, etc.).

Location: 

Date:                                                                 Time:

Contact: 

Your gateway to the latest information from Microsoft about how to protect your computer, 
your information, and your family: www.microsoft.com/security.
1011 PN 098-108779

Digital Citizenship    
     Begins with You

In our connected world, staying safe online has 
never been more vital to our daily routine.

Come to this event and get the essentials to 
help you be a successful digital citizen.

 Learn about the risks to your safety online.
 Get practical advice to address those risks.
 Find out what to do if you run into problems.

Please join us!

Type the name of your event
here.
Type the location here.

Type the date here. Type the time here.

Type contact information here.
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Manage logistics
Consider this checklist of details as you get ready for the event. Exact timing depends on your event’s 
complexity. In all cases, make assignments clear.

Equipment


What equipment do you need and where will you get it? This could include a screen and projector, 
podium, seating, tables, trash receptacles, and special lighting or sound. If you need to rent 
equipment, identify who will be responsible for picking it up, running it, and returning it.

Materials


Handouts. Look no further than this Toolkit for these. Get tips on how to print the brochures, fact 
sheets, tip cards, and posters in this kit. It’s often better to distribute these after the presentation so 
they don’t distract the audience.

 Program. Do you want to publish a program? If so, who will develop, design, edit, and print it?

 Nametags. If you’ll use them for attendees and speakers, will you print them in advance, or 
provide blanks and pens for people to fill in themselves? 

 Meals or refreshments. If you’re ordering food service, make sure it appeals to your specific 
audience. Take note of any extra items you’ll need—glasses, napkins, cutlery, trash cans, etc.

Room setup

 Set up the speaker’s podium, attendee chairs and tables, and stations for materials and catering.

Test the presentation

 How will you project the presentation for the best view by your audience?

 If there’s more than one speaker, do you need a run-through beforehand?

Extras

 What else might help round out your event—photographer, music, decorations, flowers?

Cleanup

 Make sure you leave the venue as you found it, if not better.

http://www.microsoft.com/security
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Measure success
Evaluate your event in terms of the goals you set. Some ways to measure success:

 Create a short feedback questionnaire. Ask everyone to complete it before they leave the event. In 
addition, consider informal feedback about the event.

 Help gauge the interest level in your theme by measuring event attendance. 

 Did the audience participate if asked? Did attendees ask questions? Was there engaging dialogue 
between the presenter and the attendees? 

 Did you distribute a significant number of handout materials? Or, were many left behind? 

 Were you asked to repeat the event? 

Evaluate your planning
Right after the event, take time to evaluate while the details are fresh. 

 Did the event fulfill your goals? Why or why not? 

 If you distributed a survey to those who attended, what were the results?

 Identify what worked and what needs fine-tuning. Did you miss anything critical in the planning? Who 
were your strong presenters? Which vendors would you use again? 

 Is there any follow-up needed with audience, speakers, partners, or vendors? What thank-yous are in 
order?

 Do you need to write or deliver a summary report?

 What questions were asked during the event that could not be answered and need clarification before 
producing another event? 

 Given all that went into planning and staging the event, was it worth doing? Would you do it again? Why 
or why not?

Finally: don’t forget to celebrate your success!
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