
A Step-By-Step Toolkit
Activity Planning

PLANNING 
YOUR EVENT

Event planning is often the heart and soul of LGBTQ parent 
groups. This toolkit provides a number of best practices to 
consider as you organize activities and events for in-person 

and local groups. For family groups, creating social gatherings 
will be one of the group’s primary functions. These events provide 
LGBTQ families with an opportunity to meet and build relationships 
with other LGBTQ families, for children to see other families like 
theirs, and to simply have fun. Overall, community building (or 
“building community”) with fellow-LGBTQ families is vital to the 
success of a group. If your group doesn’t meet often, strong 
online relationships and connections can also be a powerful tool 
for support, encouragement, and resource finding (or “finding 
resources”). We encourage you to use this Who, What, Where, 
When and How community building format for all different types of 
LGBTQ family groups.
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WHO?
• Who is invited? Who is your target 

audience? This is one of the most important 
details you will need to determine early on. It 
will have implications on everything you do 
from the type of activity that you plan down 
to the location, date, and time. Events will 
look very different depending on the type of 
group that you are running. Is the event open 
to all LGBTQ families, or will it be a special 
gathering for a specific group, such as single 
parents, or families with older children? 
Make sure you are clear on who the event is 
for before attempting to move on to the next 
step of this toolkit.

• Who will help organize and facilitate 
the event? Because families are typically so 
eager to connect with other LGBTQ families, 
it is often fairly easy to find volunteers to 
help out with event planning. If you have 
co-leaders or other administrators, discuss 
clear expectations about roles and goals for 
the activity, making sure everyone is on the 
same page. If your group is planning monthly 
meetups or activities, consider dividing 
up the work. You can create a calendar, 
assigning each group leader a number of 
playdates or activities to plan. This will 
give each leader a chance to be creative 
while distributing the workload in a more 
sustainable way. 



WHAT?
• What are you going to do? You first need 

to consider what kind of event or gathering 
would be most interesting to your group 
members. An easy way to do this is by 
taking a quick vote at a meeting or emailing 
out a poll. You want to ensure that you 
are choosing activities that are going to 
spark discussion and engagement. For all 
types of groups, you want to engage your 
members’ attention, keeping them involved 
and interacting both with you and with each 
other. 

► Start a fun discussion about favorite family 
activities or LGBTQ inclusive kids’ books. 

► Encourage members to introduce 
themselves and share their YouTube channels.

► Host a Facebook Live session.

► Pick a movie or book, and start a thread 
discussing it.

► Meet at a playground (indoor or outdoor). 

► Go for a hike.

► Picnic at a park.

► Visit a children’s museum.

► Meet at swimming area.

► Attend a sporting event.

► Go bowling.

► Have a Halloween party.

► Go roller or ice-skating.

► Go camping.

► Meet at the zoo.

► Hold a movie night.

► Have a potluck meal at a member’s home. 

► Do a group community service project.

Here are a few ideas for in-person and online activities:
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WHEN?

WHERE?
• Where will you hold your event? It is 

important to ensure that events are as 
accessible as possible for all families. One 
important consideration is whether parking 
and public transportation are available, 
convenient, and affordable. You should also 
consider where families will be coming from, 
and think about which families might be 
more or less likely to come given the location 
of your event. While it is good to hold events 
in places that are centrally located for a 
majority of families, you may want to vary 
the location of events to ensure that the same 
families aren’t always traveling the farthest. 
Obviously, the weather, time of year, and 
where you live will impact where you hold 
events as well. 

• When are you going to host your event? 
Brainstorm possible dates and times with 
your group, avoiding religious and secular 
holidays. Saturday mornings tend to work 
well for some families, however this may 
leave out observant Jewish families for 
whom Saturdays are Shabbat, or a day of 
rest. Sunday afternoons often work well, 
as families tend to have fewer conflicting 
activities that day. Most families have 
countless calendars they are balancing, 
so it is often worth taking a poll in your 
group to determine preferences. If you are 
trying to raise participation, we suggest 
you be consistent with your meeting times 
from month to month. Create a predictable 
schedule that members can rely on and look 
forward to. For example, the first Sunday of 
every month is the playdate or the second 
Tuesday of every month is Twitter Tuesday. 
Find a fun and catchy name to help people 
remember the standing date. However, be 
flexible; it may be beneficial to rotate the 
time of standing meetings or events to be 
considerate of members’ schedules and prior 
obligations. You have to find what works best 
for your group. 
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HOW?

• How will you promote your event? Possible 
ways to spread the word include:

Collect and use an email list for your 
group’s activities.

Post on Facebook or other social media.

Mail postcards.

Hang flyers in locations LGBTQ families 
may frequent.

Request partner organizations help 
spread the word.

• How are you going to pay for the event? 
Is there a cost for the venue, activity, or 
supplies, and if so, how will it be funded? 
There are several options, depending on the 
nature of the event.

In-kind donations can often help to 
defray the costs. You may consider 
having group leaders make calls to local 
businesses.

Small grants might be available as well; 
however, this requires planning ahead. 

Sometimes an individual family might 
even be willing to sponsor an event. 

Some groups ask each family to be 
responsible for paying their own way. 

At some venues, it may be possible to 
negotiate a group discount to reduce the 
cost for families. 

To ensure accessibility and inclusiveness, it’s 
critical to keep events affordable for families. 
Even a low fee can add up quickly for families 
with several children. Consider capping the fee 
at a certain amount regardless of number of 
children, and offer scholarships or a sliding fee 
whenever possible.

1

1

2

2

3

3
4

4

5

5

A Step-By-Step Toolkit
Activity Planning



Hosting 
Tips

Hosting tips for community building activities

► The host(s) should arrive 30-60 minutes prior to the event to be able to prep the space and  
welcome people as they arrive. 

► Allow for enough time after the event for clean-up and make sure you have enough 
volunteers to help out.
 
► Provide name tags for participants.
 
► Bring snacks and/or ask participants to bring food to share.
 
► Have a sign-in sheet to collect names and contact information.
 
► Begin with introductions and an ice-breaker.
 
► Recap group guidelines if they have been established, or have participants create some 
guidelines for the group to ensure a safe environment (e.g. confidentiality, listen with respect, 
step up/step back, silence cell phones, etc.)
 
► If you are taking pictures with the purpose of sharing on social media, let participants 
know that ahead of time. Some adults (and children) may not or can not have their photos 
posted online.

► Discuss what participants hope to gain from being part of this activity.

► Discuss group structure and format with group members.

► Get feedback for future activity planning.
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Afterwards

You’re 
Ready!

Now you are set to start planning your family 
group event! Just remember, group members 
love opportunities to connect and interact with 
other group members and their families. 

Event planning is one of the fun parts of being a 
group leader! You are bringing people together. 
Give yourself plenty of time to plan, ask for help 
from co-leaders and volunteers, use the Who, 
What, Where, When and How of event planning, 
and HAVE FUN! 

When you event or activity is over, be sure to 
thank all the participants and anyone who 
helped make it possible. Thank you cards are a 
wonderful gesture for anyone who donated or 
helped with food, space, time and/or energy. 

Remember, the success of an event or activity 
is not always measured by the attendance. The 
goal was to bring families together and building 
community. Therefore, if you created a safe 
and inclusive place for LGBTQ families to have 
fun, you were successful! Normally, events and 
activities need time to build up momentum, 
and sometimes time to even spread via word 
of mouth. Hopefully, you had an amazing turn 
out. But, if you were anticipating more people, 
learn from this time and think of things you 
could do differently next time. Don’t be afraid 
to try something new. Most importantly, be 
open to suggestions. Consider creating a poll on 
social media to get feedback and more ideas for 
the future. 
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