
HOST TOOLKIT

MAY 1-10



TAKE THE CONNECTION CHALLENGE
During the 10 Days of Connection, we 

challenge all locals to step out of their comfort 
zone and connect with people who are not like 

them, in whatever way they are ready.

This toolkit was created to help hosts plan, 
promote, and execute meaningful, inclusive, 
and inspirational connection experiences.  
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This toolkit is intended to provide hosts with ideas and guidance on how 
to plan and host an event as part of the 10 Days of Connection. 
 
We suggest hosts review this resource to ensure that your connection 
experience takes advantage of best practices and follows recommended 
norms of the 10 Days of Connection (especially regarding accessibility 
and inclusivity).

This resource includes the following sections:

About the 10 Days of Connection - Page 2 
  
Event Ideas - Page 4 
 
Planning Your Awesome, Accessible, and 
Inclusive Connection Experience - Page 5 
      
Promoting your Connection Experience - Page 10 
 

Post-Event Action Steps - Page 12 

Executing your Connection Experience - Page 11 
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1. ABOUT THE 10 DAYS OF CONNECTION

The 10 Days of Connection is a community-wide 
challenge for everyone to step out of their comfort 
zones and connect with people not like them, in 
whatever way they are ready. 
 
Over the course of the 10 Days of Connection, 
organizations and individuals are invited to plan and 
host “connection experiences” that foster increased 
understanding, empathy, and kindness through our 
community. 
 
There will be dozens of events each day to help 
people connect. You can get inspired by those or do 
your own thing. Do not limit yourself to what is 
already on paper - this is a regional initiative, driven 
by locals. 

THE 10 DAYS OF CONNECTION TAKE PLACE FROM 
 

WE INVITE YOU TO SHAPE THIS INITIATIVE WITH US AS A CO-HOST.  
MAY 1ST TO MAY 10TH! 
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Experiences can be small or large, public or private. If you are hosting a connection experience that is open to the 
public, we’re happy to help you get the word out via our online calendar and social media channels. Regardless of 
whether the event is public or private, we encourage you to invite people from many different backgrounds. 
 
 
Money doesn't necessarily make something better and in fact, some of the best ideas we’ve seen simply bring people 
together in a public place. 
 

• CONNECTION EXPERIENCES CAN BE PUBLIC OR PRIVATE:

• YOU DON'T HAVE TO SPEND ANY MONEY: 

 
Hosting a gathering can feel daunting. To help with that, 
we’ve compiled resources (including this toolkit!) to help 
guide you through the process. You can find additional 
resources at www.10daysofconnection.org/host. 
 
We’ll also be hosting office hours to provide support - 
you can sign up for those on our website. 
 
When you’re ready, please register your connection 
experience at www.10daysofconnection.org/host. 
 

• EVENTS CAN BE IN PERSON OR DIGITAL:

 
• HELP IS AVAILABLE:

In this day and age, connections are created on the Internet almost as often as they are in person! If you’re 
interested in hosting a virtual event - go for it. 

As you start thinking about what type of connection experience you’d like to plan, consider the following information: 
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Remember, these are solely examples and should not limit your creativity or willingness to connect with others. 

2. EVENT IDEAS
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Consider a short survey at the end of your event to ask guests basic questions, such as:  

The 10 Days of Connection is meant to promote inclusive, accessible, and 
impactful events. We suggest that hosts review the following probing 
questions and best practices as they plan for their connection experience. 
 
These best practices are not mandates - they are resources for you to 
consider to help increase the inclusivity and meaning of your event for 
all participants. 

Best Practice: 

What kind of event do you want to host - something social, intellectual, 
physical or service based?
How will your event promote connection across lines of difference and 
increase empathy and understanding? 
What do you want guests to get out of your event? 
How will you know that you achieved your event goals? 

3. PLANNING YOUR CONNECTION EXPERIENCE

As you begin planning, consider the following: 

3.1 EVENT BASICS

“Did you feel welcomed at this event?”
“Did you feel comfortable bringing your authentic self to this event?”
“Did you connect meaningfully with others at this event?”
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How will your event be accessible for those with different abilities and/or special needs (e.g. hearing impairment, food allergies, 
wheelchair accessibility)?

Where will your connection experience take place? 
Is this location welcoming and accessible to my guests?

Best Practice: 

3.2 LOCATION & LOGISTICS

1. Share information about accessibility: Letting participants know about accommodations such as wheelchair access, seating, 
interpreters, bathrooms, nursing rooms, menu, etc. will help people of all abilities plan their visit. A lack of information about 
accessibility can hinder someone with a disability or special need from attending your event. You may choose to use 
internationally recognized disability symbols.   
2. Use disability-friendly visual content: Certain colors and sizes may make information difficult to understand for those with 
different visual abilities, such as color blindness or near-sightedness. Integrating shapes, charts, patterns, and sizes into visual 
information can help clarify a point in a simple way. 
3. Share ingredients of served food and beverages: Place signs in front of food and beverage items with their name, ingredients, 
and where items were sourced from to empower those with food allergies and/or special preferences to make educated choices. 
4. Provide maps and signage to help visitors navigate your site: Have a site map with key rooms, such as bathrooms, labeled and 
available online and/or at the event. Make sure navigation at the event is clear with large signage and assistance available for 
those who need it. 
5. Be willing to consider accommodations for individual accessibility concerns: Provide a name and contact information for 
those with accessibility concerns to contact prior to the event. Consider asking “What do you need to fully participate?” at 
registration. 
6. Use the person-first approach: In all engagement with those with different abilities, address the person first and then their 
disability. Disabilities are a condition of an individual’s personhood, not their identity. For example, instead of saying “deaf 
person,” say “person who is deaf” or “individual with hearing impairment." In addition, speak directly to the person with a 
disability and not to their caregiver or friend who might be with them. 

Consider locations that are accessible via public transportation and that traditionally host inclusive, welcoming programming.  

Best Practice: 

* More details and guidance available at www.10daysofconnection.org/host 6
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Consider laying “ground rules” for your event. We've 
included one example below (the PROCESS norms). 
You can borrow this or create your own!  

Participate 

Respect one another’s ideas and comments 

Open and honest communication 

Confidentiality 

 

 

 

 

P 

S 

SHARING INFORMATION WILL ALLOW US TO 
SUPPORT YOU IN SPREADING THE WORD ABOUT 
YOUR EVENT VIA OUR ONLINE CALENDAR AND 

SOCIAL MEDIA. THE SOONER THE BETTER! 

You are responsible for setting the tone for the 
experience. If guests will be meeting others from a 
different neighborhood or who have different life 
experiences, consider providing information or 
resources for individuals prior to the event so they can 
gain some context. 
 

• Who will you invite? 

• How will you prepare guests for your event? 

• How will you communicate about the accessibility of 

your event? 

Best Practice: 

3.3 GUESTS

What resources will you need for your event (e.g. food, 
beverages, materials)? 
How will you get these resources? 

 

3.4 RESOURCES

Once you’ve figured out the details of your 
connection experience, register at 
www.10daysofconnection.org/host. 

S 

R
O
C
E
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Experiment with new ideas / challenge already 
established assumptions 

Step Forward / Step Back 
 
Seek to understand, or agree to disagree 

The full events calendar can be found at 
www.10daysofconnection.org/calendar. 

http://www.10daysofconnection.org/host
http://www.10daysofconnection.org/events


Once you have nailed down the main details of your connection experience - the who, what, where, when, why - create a space 
online for people to learn about the event and RSVP. This will help you better prepare for your guests, understand how many 
guests to plan for, and easily communicate information to them if you have updates.  

4. PROMOTING YOUR EXPERIENCE

Best Practices:
1. Create an Invitation:

Whether you decide to go print or paperless (i.e. Eventbrite or a Facebook event), be sure to create an invitation that contains 
all the information guests will need to know in order to attend your event. Include information about how your event will be 
accessible and inclusive. 

Need support creating a Facebook Event or Eventbrite, or want a flyer template? Check out the hosting resources at 
www.10daysofconnection.org/resources. 

2. Build Excitement:
In the days and weeks leading up to your connection experience, build excitement for and awareness of your event through lots 
of publicity - both in person and online! If your event is open to the public, we will market your events through our social media 
channels, but please plan for a robust marketing strategy on your end as well. There are many resources to share best practices 
on marketing on our resources page (www.10daysofconnection.org/resources). 

In advance of your event, remind guests about both the logistics and expectations for your event.  
3. Remind Guests:
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The big day is finally here! On the day of your connection experience, use these tips and resources to help make sure that your 
event is as amazing as you’ve planned it to be. There are many resources available on the 10 Days of Connection website to help 
you facilitate your event. 

Provide a sign-in sheet or form so that guests can share 
contact information. This contact information can be used 
to keep in touch after the event and to ensure that guests 
receive information about additional connection 
experiences during the 10 days! 

5. EXECUTING YOUR EVENT

1. Ask your guests to sign in:

Provide name tags and ask guests to list their gender 
pronouns (she/her/hers, he/him/his, they/them/theirs). 
Facilitate an opportunity for guests to meet - perhaps 
assign seats, lead an icebreaker, or personally facilitate 
introductions. Including an opening activity where 
everyone has a chance to share something - even just their 
name - can go a long way in ensuring that everyone feels 
welcome in the space.  

2. Help people get to know each other:

The 10 Days of Connection is all about people making real 
connections across lines of difference. Consider what you 
can do to get past the small talk - perhaps provide 
conversation starters or facilitate an activity to get people 
to dive deeper into conversation with each other. 

3. Focus on meaningful connections:

Did you achieve your goals for the experience? 
Consider a quick post-survey to ask guests about their 
experience - did they feel welcomed, included, and/or 
challenged? 
Did they connect with others across lines of difference? 

4. Reflect on your experience:

FOR MORE RESOURCES...
Check out our Resources page: www.10daysofconnection.org/resources 

Available Resources (in English and Spanish): 
Sign-In Template 
Conversation Starter Table Tents 
Invitation Template 
Flyer Templates
Marketing Resources and more 
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You’ve hosted your connection experience and hopefully you’ve gained understanding, spread kindness, built empathy, and 
created connections. Now, it’s important that we have an opportunity to learn about your experience in order to 1) understand the 
impact all of our hosts are having on our community and 2) to learn from your experience in order to help thousands of others 
host impactful future connection experiences.  

Please remember to follow up with us to share how your connection experience went by filling out the quick “Follow-Up Survey” 
at bit.ly/2019followup. We expect it should take you no longer than 10 minutes. 

6. POST-EVENT ACTION STEPS

1. Complete the Post-Experience Survey

2. Share about your Event on Social Media

3. Keep Connecting

You’ll be asked to upload the following (optional, but strongly encouraged): 

How many guests attended your experience 
How satisfied you were with how your connection experience turned out  
How satisfied you were with your participation in the 10 Days of Connection 
Any additional thoughts, feedback or insights 

Photos from your event
Guest contact information (excel sheet, photo of sign-in sheet, etc.). We will send guests a very short survey to ask 
about their experience with the 10 Days of Connection.  

Be prepared to share: 

Tweet a few pictures about your event, or post about your experience in the 10 Days of Connection group 
(www.facebook.com/groups/10daysofconnectionmiamidade or 

Thank you for sharing this initiative with us.  10
www.facebook.com/groups/10daysofconnectionbroward)  

http://bit.ly/10DaysFollowUp
http://bit.ly/10DaysFollowUp
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