INVITED IN
Conference-in-Conference Planning Toolkit
A practical planning resource for connecting secondary CTE students with postsecondary experiences

	Host event:
	                                             

	Target audience:
	                                             

	Lead coordinator:
	                                             

	Event date:
	                                             



Use this toolkit as a working document. Adapt, add, and remove items to fit your institution and event.
1. Foundation: Define the Model
☐  Identify an existing event that could serve as the host event.
☐  Identify adaptations needed to include the secondary CTE audience.
☐  Define the target audience and determine how you will reach them.
☐  Clarify the purpose: What do you want students, schools, and your institution to gain?
☐  Identify possible partners: faculty, postsecondary students, community/industry partners, student services, admissions, financial aid, or others.
☐  Identify likely constraints early: scale, budget/funding, transportation, staffing, space, timing, partnerships, and administrative support.
Questions to Shape Decisions
☐  What information do we need from the target audience before designing the experience?
☐  What would influence schools' decision to attend?
☐  What parts of the host event can be shared?
☐  What experiences should be parallel or unique to the secondary audience?
☐  What existing infrastructure can we use rather than recreate?
2. Logistics Timeline & Responsibility Sheet
Assign one owner for every task. Add your own due dates and status.
	Phase
	Task
	Owner
	Due
	Status/Notes

	EARLY PLANNING
	Confirm host event/date/space
	
	
	

	EARLY PLANNING
	Confirm administrative support
	
	
	

	EARLY PLANNING
	Identify target audience/contact list
	
	
	

	EARLY PLANNING
	Survey target audience to inform design
	
	
	

	EARLY PLANNING
	Determine participation model: integrated, parallel, or hybrid
	
	
	

	EARLY PLANNING
	Identify faculty, student, campus, and community partners
	
	
	

	REGISTRATION
	Launch pre-registration with estimated attendance
	
	
	

	REGISTRATION
	Collect administrative/support letter if appropriate
	
	
	

	REGISTRATION
	Set final registration deadline
	
	
	

	REGISTRATION
	Collect student/advisor names
	
	
	

	REGISTRATION
	Collect vehicle type and number for parking planning
	
	
	

	PROGRAM PREP
	Recruit faculty facilitators and confirm center/session needs
	
	
	

	PROGRAM PREP
	Recruit student ambassadors and communicate expectations
	
	
	

	PROGRAM PREP
	Coordinate campus tour route, timing, and tour groups
	
	
	

	PROGRAM PREP
	Create student/ambassador assignments
	
	
	

	PROGRAM PREP
	Create school/group color-coding system
	
	
	

	PROGRAM PREP
	Create name tags with school/group and ambassador information
	
	
	

	PROGRAM PREP
	Determine lunch process, counts, tickets, and location
	
	
	

	PROGRAM PREP
	Determine swag/materials and order/prepare
	
	
	

	PROGRAM PREP
	Prepare agendas, signage, lanyards, packets, and school bundles
	
	
	

	WEEK OF
	Reconfirm faculty, ambassadors, advisors, rooms, and partners
	
	
	

	WEEK OF
	Share final schedules, roles, contacts, parking, and arrival instructions
	
	
	

	WEEK OF
	Prepare contingency plan for cancellations/attendance changes
	
	
	

	DAY OF
	Staff arrival/parking and school-based check-in
	
	
	

	DAY OF
	Place an on-site coordinator at each session/venue
	
	
	

	DAY OF
	Confirm day-of communication method/contact list
	
	
	

	DAY OF
	Position people to support movement and transitions
	
	
	

	DAY OF
	Track last-minute attendance, lunch, material, and schedule changes
	
	
	

	AFTER
	Collect qualitative feedback and participation data
	
	
	

	AFTER
	Document lessons learned and changes for the next event
	
	
	

	AFTER
	Follow up with schools, faculty, ambassadors, and partners
	
	
	




3. Event Preparation Checklist
Registration & Attendance
☐  Use pre-registration to distinguish interest from likely attendance.
☐  Collect estimated attendance early enough to plan capacity.
☐  Confirm schools have the administrative support/resources needed to attend.
☐  Use final registration to collect student and advisor names.
☐  Build a process for late changes, substitutions, and cancellations.
Transportation & Parking
☐  Ask each school what it is bringing: cars, vans, minibuses, full-size buses.
☐  Collect the number of each vehicle type.
☐  Confirm where each vehicle type should unload and park.
☐  Send parking/arrival instructions before the event.
☐  Assign a person to parking/arrival who is separate from registration when needed.
Lunch, Swag & Materials
☐  Determine lunch location, process, counts, tickets/vouchers, and dietary-information process.
☐  Determine what swag/materials participants will receive.
☐  Prepare agendas, name tags, lanyards, bags/packets, and signage.
☐  Bundle high-school materials by school so one advisor can pick up the entire group's materials.
4. Program Coordination Checklist
Faculty
☐  Recruit faculty across relevant disciplines.
☐  Define each faculty member's role and expectations.
☐  Coordinate content, materials, room, timing, and setup for each center/session.
☐  Reconfirm participation close to the event and identify backup options.
Student Ambassadors
☐  Ask faculty/staff to identify strong postsecondary student leaders.
☐  Recruit ambassadors and clearly communicate their role.
☐  Assign a manageable number of secondary students to each ambassador.
☐  Provide schedule, meeting location, expectations, and contact information.
☐  Reconfirm availability during event week and have a reassignment plan for cancellations.
Grouping, Tours & Name Tags
☐  Create ambassador/student matches in advance.
☐  Organize tour groups in a way that is easy to recognize and manage.
☐  Use a consistent grouping system across activities.
☐  Include assigned ambassador information on student name tags.
☐  Color-code by school/group when useful for identification and movement.
☐  Build a specific time/location into the schedule for ambassadors and students to find each other.
5. Student Ambassador Guidance
Purpose: create an informal peer-to-peer connection that makes the postsecondary experience more personal and accessible.
☐  Know the names/school of the students assigned to you.
☐  Arrive at the designated meeting location early.
☐  Use the provided sign/name-tag information to help students find you.
☐  Introduce yourself and help students get oriented.
☐  Walk with your group to the planned networking/lunch location.
☐  Keep the conversation informal and student-centered.
☐  Share your authentic experience as a postsecondary student; you do not need to 'sell' the institution.
☐  Invite questions about college, the program, campus life, classes, and transition to postsecondary education.
☐  Know who to contact if a student is missing, needs help, or a schedule/logistics issue arises.
☐  Stay with your assigned group for the full ambassador activity unless directed otherwise.
Suggested Conversation Starters
☐  What are you thinking about doing after high school?
☐  What questions do you have about college?
☐  What surprised you about campus or today's event?
☐  What do you want to know about being a student here?
☐  What made you interested in this career area?
6. Communication Plan
Communication is both an advance-planning tool and a day-of contingency system.
	Audience
	What they need to know
	When
	Method
	Owner

	School advisors
	Registration deadlines; arrival/parking; schedule; supervision; lunch; contact information
	
	
	

	Faculty
	Role; room; timing; materials; participant group; day-of contact
	
	
	

	Student ambassadors
	Role; assigned students; meeting time/location; schedule; day-of contact
	
	
	

	Campus partners
	Role; timing; location; group size; accessibility/logistics
	
	
	

	Planning team
	Changes, cancellations, missing participants, materials, timing, decisions
	
	
	


Day-of Communication
☐  Establish one fast way to reach school advisors, faculty, student ambassadors, and coordinators.
☐  Make sure coordinators know who has authority to make schedule/logistics decisions.
☐  Share changes immediately so people have time to pivot.
☐  Keep key items (tickets, materials, contact lists) accessible to the people who may need them.
7. Day-of Roles & Venue Coverage
	Location/Function
	Coordinator
	Primary responsibilities
	Backup

	Arrival/Parking
	
	Coordinate arrivals, unloading, vehicle placement, late arrivals
	

	Check-in
	
	School-based check-in; distribute prepared school bundles; attendance changes
	

	Keynote/Shared Session
	
	Participant flow, seating, timing, questions
	

	Hands-on Centers
	
	Room/material readiness, timing, transitions, facilitator support
	

	Campus Tour
	
	Group organization, route/timing, transition to next activity
	

	Lunch/Networking
	
	Tickets/vouchers, ambassador meet-up, group issues, transition
	

	Other session/venue
	
	Be physically present; know what should be happening; solve local issues
	


Day-of Check
☐  Every session/venue has a named coordinator physically present.
☐  Participants can tell where to go, when to go, and who they are with.
☐  Agendas, name tags, signage, and people reinforce the same organizational system.
☐  Someone other than the lead coordinator can solve routine problems at each location.
8. Contingency / Pivot Plan
	If this happens...
	Immediate response
	Who decides?
	Who needs to know?

	Student ambassador cancels
	
	
	

	Faculty facilitator cancels
	
	
	

	School arrives late
	
	
	

	Vehicle parks/unloads in wrong location
	
	
	

	Student/group assignment changes
	
	
	

	Lunch ticket/material is missing
	
	
	

	Room/session timing changes
	
	
	

	Other:
	
	
	


9. After the Event: Review & Improve
☐  Record actual number of schools and students served.
☐  Collect qualitative feedback from students, advisors, faculty, ambassadors, and partners.
☐  Document what worked and what created friction.
☐  Identify logistics to change next time: parking, lunch, tours, coordination, materials, transitions.
☐  Identify program elements to preserve or strengthen.
☐  Follow up intentionally with participating schools and partners.
☐  Update this toolkit while details are still fresh.


Year-to-Year Notes
Keep: ___________________________________________________________________________
Change: ___________________________________________________________________________
Add: ___________________________________________________________________________
Stop doing: ___________________________________________________________________________
10. Resource Set to Share with the Planning Team
☐  This logistics timeline/responsibility document
☐  Registration/pre-registration forms and support-letter language
☐  Communication templates for school advisors, faculty, and student ambassadors
☐  Student ambassador guidance
☐  Grouping/assignment worksheet
☐  Name-tag/grouping conventions
☐  Parking/arrival instructions
☐  Day-of contact list and venue coordinator assignments
☐  Post-event feedback/reflection questions

