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Able with Athletics | Event Planning & Action Template
1. Event Overview

	Event Name
	

	Proposed Date / Time
	

	Venue / Location
	

	Event Type
	

	Expected Participants
	

	Target Age Group(s)
	

	Accessibility Considerations / Supports Planned
	

	
	



2. Organising Group
Tip: Include parents, carers, young people with disability, and local disability service representatives.

	Name
	Role / Responsibility
	Contact Details
	Involvement or Connection to Disability Community

	
	
	
	

	
	
	
	



3. Event Goals and Purpose

	Goal or focus area (eg: community engagement, participation growth, pathway development etc.)
	Description of Goal
	How Success Will Be Measured

	For eg: Volunteer & Coach Confidence
	Improve coach readiness to support athletes with disability
	Pre/post confidence survey results, feedback after event

	
	
	


4. Club Strengths & Gaps Analysis
	Area
	Strengths (what we can do ourselves)
	Gaps/Support Needed
	Potential Source of Support

	
	
	
	

	
	
	
	

	
	
	
	



5. Community Context Scan
	Area of Focus
	Key Findings / Notes

	Existing inclusive sport programs in your area
	

	Current school or community partnerships
	

	Disability organisations to connect with
	

	Funding opportunities (grants, local council etc.)
	

	Barriers identified (e.g., transport, cost, awareness)
	

	
	

	
	



6. Event Planning Checklist / Action List
	Action Item
	Person Responsible
	Support Needed (from whom)
	Completion Date
	Status 
☐ Not Started ☐ In Progress ☐ Done

	Form organising group
	
	
	
	

	Confirm venue access and permissions
	
	
	
	

	Identify sensory supports / quiet space
	
	
	
	

	Develop promotion plan
	
	
	
	

	Contact local schools / disability orgs
	
	
	
	

	Confirm coaches and volunteers
	
	
	
	

	Prepare inclusive equipment and signage
	
	
	
	



Note: This planning template helps clubs, centres and delivery partners create predictable, well-structured, and inclusive events. Use clear communication, visual cues, and early planning to reduce uncertainty and improve accessibility.
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