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o3 Key roles and responsibilities

“The first couple of minutes 
really makes me feel comfortable 
or not depending on who’s doing 

it and how they do it.”
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o3 Key roles and responsibilities

“I went to a conference...it 
was on the 4th floor and the 

one lift had broken”

“I’ve been to conferences 
where they put on just 

way too much and it’s very 
overwhelming”

"We always have wellbeing 
workers there on site and that 
has been working really well"
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o3 Key roles and responsibilities

"Having survivors involved in 
the planning… helps me feel like 
I’m covering all bases… able to 
anticipate the different issues 
that might come up… you get 
the best way to run the day 

when you bring a diverse 
group of people together”
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o3 Key roles and responsibilities

“I think there’s definitely a 
role for chairs… because 

there’s something about who 
controls the narrative”
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o3 Key roles and responsibilities

"If you have someone who can 
hold the room well and make it 

feel safe, that feels really 
important”
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o3 Key roles and responsibilities

"I had not anticipated the 
lack of care around me and 
how I would feel in that 
situation. I felt sick the 
whole time I was there”
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o3 Key roles and responsibilities

“You don’t always know how 
something has affected you 
until later… even a check-in 

email a few days afterwards 
can make a big difference”

“I plan ahead for 
how I’ll manage 

the day—when I’ll 
take breaks, who 
I might check in 
with, where I can 
go if I need a bit 

of space.”
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"A safe space only works if 
everyone buys into it – it 

requires honesty and kindness 
from all involved, not just 

those leading the conference.”
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Planning 
Tools for 
Organisers

o5 Practical Tools and Templates
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Trauma-Informed 
Planning Checklist
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Lived Experience 
Involvement 
Planning Guide
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Session Planning
Worksheet
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Commissioning 
Professional 
Wellbeing Support
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Support Roles 
Briefing Template
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Guidance 
for 
Speakers 
and Chairs
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Opening and 
Closing Scripts
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Content Warning 
Prompts
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Facilitation Tips
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Preparing to Speak:
Reflective Prompts
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Attendee 
Self-
Preparation 
Resources 
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Personal
Wellbeing Plan
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Buddy Support 
Planning Sheet
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Suggested
Decompression Activities
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Communication 
tools for event 
organisers

o5 Practical Tools and Templates
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Pre-Event 
Welcome 
Template
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Post-Event 
Follow-Up Email 
Template
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Quiet Room 
Signage 
Template
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