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Welcome

Every year, Angelenos from every corner of this city — from community gardens to
corporate boardrooms, from front porches to university halls — come together to do
something remarkable. They decide that the future is worth designing. And then
they get to work.

You are one of them.

By hosting an event as part of LA Climate Week, you are not just organizing a
gathering. You are contributing to something larger than any single event — a
collective act of imagination and intention that says: this city is ready, and we are
building it together.

This playbook is our way of supporting you in that work. It will not make every
decision for you — but it will give you the tools, the framework, and the community
to make them well. Read it as a resource, not a rulebook. Use what serves you. Share
what you learn.

The theme of LA Climate Week 2026 is Designing Our Climate Future, Together. That
word — together — is the one that matters most. Whatever shape your event takes,
we hope it leaves every person in the room feeling more connected, more capable,
and more certain that the future we want is one worth fighting for.

Thank you for being part of this.
With gratitude,

LA Climate Week



How to Use this Playhook

This playbook was created by LA Climate Week for everyone who raises their hand
to host an event under our banner. Whether you are an experienced event producer
or organizing your first community gathering, this resource is designed to meet you
where you are and help you represent LACW with intention, care, and impact.

This is not a compliance document. It is a guide built on trust. We believe the
organizers who show up for LA Climate Week do so because they care — about the
work, about their communities, and about the future we are all trying to build
together. This playbook reflects that belief.

How It's Structured

The playbook moves through the full arc of organizing an LACW event — from
foundational values and early planning through communications, people
management, and post-event impact tracking. You do not need to read it cover to
cover before you begin, but we recommend familiarizing yourself with Parts 1 and 2
before making any major decisions about your event.

The Baseline - Further Your Impact Framework

Throughout this playbook you will notice two recurring tracks:

Baseline information identifies what LA Climate Week asks of every organizer who
hosts an event under our name. These are not requirements enforced by an
application or approval process — they are a shared standard we uphold together
because our collective credibility depends on it.

Further Your Impact offers a path to go deeper. These practices are aspirational, not
obligatory. They are here because we know many of our organizers want to push
further, and we want to give them the tools to do it. No judgment if you are not there
yet. That is what next year is for.



How to Read the Gallout Boxes

Throughout the playbook, you will find two types of callout boxes:

s# New to this? boxes offer foundational context for organizers who are newer
to a topic — accessibility, sustainability practices, Indigenous protocols, and
more. Skip them if you already know the ground; read them if you want a solid
footing.

¢ Note boxes flag important nuance, sequencing reminders, or guidance that
applies to a specific type of event or organizer.

If you have questions this playbook doesn't answer, reach out to the LACW organizing
team or join one of our weeRly Event Organizer Orientation and Coaching Sessions. We
would rather you ask than guess.



Our Values

These are the values that shape every decision at LA Climate Week — from how we
plan to how we show up. As an organizer carrying the LACW name, these are the
standard your event is expected to reflect.

Collaboration — No LACW event exists in isolation. Work with fellow organizers,
share resources, and build relationships that outlast the week.

Equity & Inclusivity — Center the communities most impacted by climate
injustice — in your programming, your venue, your speakers, and your outreach.
This is the work.

Regeneration — Every choice is an opportunity to restore rather than deplete —
ecologically, socially, and culturally. Build events that give more than they take.
Creativity & Imagination — LA’s cultural energy is one of our greatest assets.
Don't default to the expected format if a better one exists.

Community Engagement — Local voices lead. Prioritize deep, reciprocal
relationships with the communities you are organizing within.

Transparency & Shared Ownership — Be honest about your capacity, your
challenges, and your wins. Everyone has a stake in how this week goes.
Continuous Learning — Reflect on what worked and what didn't. Share what
you learn. The organizer community grows stronger when knowledge moves
freely.

These values are not a checklist. They are a lens. Return to them whenever you face a
decision you are not sure how to make.



LA Climate Week is a distributed, community-powered
week of events across Los Angeles — from intimate
heighborhood conversations to large public gatherings
— united by a common intention: to move ideas forward
and strengthen community.

Because events use time, energy, and resources, we
believe they should be worth the impact they create. The
most valuable LACW events move ideas into action, build
real relationships, and offer tangible value to the
communities they serve. Build that.



Identify Your Gall to Action

LA Climate Week events should do more than inform — they should move people.
Before you plan a single session or activity, get clear on what you want participants
to do when they leave. Sign a pledge, join a network, adopt a new habit, show up to
a meeting? A clear call to action is the difference between an event people
remember and one that changes what they do.

s New to this? A Call to Action (CTA) is a specific, concrete ask you make of
your attendees — something a person can do in the next 24 hours, week, or
month as a direct result of attending. "Learn more about climate change" is not
a CTA. "Sign up for our composting pilot program tonight” is.

Ask yourself and your team:

What change do you want to spark in your community?

What specific climate actions or solutions do we want to inspire?

What tools or experiences can we offer to help people act on what they
learned?

Your CTA should feel tangible and inviting. Make it visible throughout the event —
not just at the end — and lower the barrier to entry with demos, handouts, QR codes,
or sign-up sheets. Collect contact information so you can follow up. The most
powerful events don't end when people leave the room.

Example: If your focus is composting, show participants how accessible it can be.
Distribute free compost bins, walk people through what goes in each bin, run a live
demo. Have a sign-up sheet ready for a neighborhood composting network. Make
the next step obvious before they walk out the door.

¢ Note: Your CTA and your audience are interdependent. If you are stuck on
one, try starting with the other and working backward.

Further Your Impact

Connect your CTA to existing organizing infrastructure — a campaign, a coalition, a
ballot measure, a mutual aid network — so the action your attendees take feeds into
something larger and longer-lasting than the event itself.



Define Your Audience

Before you book a venue, recruit a speaker, or write a single line of promotion, get
clear on who this event is for. Not in a general sense — "people who care about
climate" — but specifically. What do they already know? What do they need? What
would make them feel like this event was made with them in mind?

Your audience definition shapes every other planning decision — format, venue,
speakers, promotion, accessibility, and your CTA.

Who Are You Trying to Reach?

LACW events serve two equally important purposes: deepening the commitment of
people already in the climate space, and opening the door to people who haven't
yet found their way in.

If your event is built for experienced advocates, design for depth — assume
knowledge, create space for honest conversation, challenge your audience to go
further. If your event is an entry point for new audiences, design for welcome —
minimize jargon, provide context, make the path from attendance to action short and
clear.

Many events will serve both. If that's you, know which audience is primary and
design accordingly. A panel that speaks only to insiders will lose the newcomer in
the third row.

Ask Who Isn't in the Room

Communities most impacted by climate change are too often least represented in
the rooms where climate action is planned. Ask honestly whether your event is
accessible — not just physically, but culturally, linguistically, and logistically — to
frontline communities, communities of color, disabled communities, and
non-English-speaking communities.

+ Note: Who is most affected by the climate issues your event addresses?
Are they represented in your planning process? Would they feel welcome and
served by the event you are designing? If not, what would need to change?



# New to this? Accessibility means more than a ramp at the entrance. It
includes offering materials in multiple languages, choosing venues on transit
lines, providing childcare, and setting a ticket price — or no ticket price — that
doesn't exclude the people you most want in the room.

Further Your Impact

Bring members of your intended audience into the planning process before you
finalize your format or programming. After your event, assess who actually attended
versus who you hoped to reach. Share what you learn with the LACW network so we
can improve representation across the week collectively.



Access & Inclusion

Los Angeles is one of the most multilingual, multicultural cities in the world. The
communities most impacted by climate change are here — and they deserve to be
in the room. Inclusion and access is not a checklist item. It is a design principle that
should shape every decision you make about your event.

Before you finalize your format, venue, programming, or promotion, ask honestly:
who might be left out by the choices I'm making, and what would it take to change
that?

Indigenous Protocols & Right Relations

The land on which LA Climate Week events take place has been home to
Indigenous peoples since time immemorial. Acknowledging that history — and
actively working to be in right relationship with the communities who carry it — is not
a formality. It is a reflection of whether our commitment to environmental justice is
real.

Right relations is an ongoing practice of respect, reciprocity, and accountability. It
cannot be achieved by reading a statement alone. It takes time, humility, and
genuine effort to learn whose land you are on and how to support the living nations
and communities connected to it.

Before You Plan Your Acknowledgement

s# New to this? A land acknowledgement is a public statement recognizing
the Indigenous peoples whose ancestral territory you are gathering on. It is one
of the most basic ways to honor the history of a place — and a starting point,
not a finish line.

Use the Native Land Digital searchable map to identify the nations whose territory
your event is on. In Los Angeles this typically includes the Tongva, Tataviam,
Chumash, Serrano, and Kizh peoples. Know who you are naming before you name
them.



https://native-land.ca

Review your programming for content rooted in Indigenous practices —
regenerative agriculture, traditional ecological knowledge, land stewardship
frameworks — and acknowledge those origins rather than presenting them as new
ideas.

If your event is near a culturally significant site, reach out to the appropriate cultural
monitors via the [Tribal and Cultural Resources Listl. Contact once, respectfully, and
allow them to respond on their own terms.

Choose Your Path

: Note: These three paths are not tiers of compliance. They are honest
options based on where your relationships are today. An organizer on Path 3
who is genuinely learning is doing more meaningful work than one on Path 1
who is performing.

Where your relationships are today determines which acknowledgement is right for
your event. These are honest options, not tiers — with an invitation to move toward
deeper engagement over time.

Path 1 — Indigenous Welcome An Indigenous representative opens the gathering in
their own voice and on their own terms. This is only appropriate when a genuine,
reciprocal relationship already exists. Offer fair compensation. Give full agency over
what is shared. Do not pursue this path if the relationship is not already there — a
welcome without relationship is a performance, not a protocol.

Path 2 — Land Acknowledgement With Named Nations Name the specific peoples
whose territory you are gathering on, include the acknowledgement in your opening
remarks and event materials, and say it like you mean it. Use this as a starting point,
not a destination. Let it prompt questions about how your event can support the
communities you are haming.

Path 3 — Acknowledgement of Unceded Territory If you do not yet have a
relationship with local tribal nations, acknowledge that the land is unceded
Indigenous territory without naming specific nations. A simple, sincere statement is
more meaningful than a named acknowledgement delivered without context or
care. Use this path as an invitation to yourself to begin learning and work toward
Path 2.



Further Your Impact

Support Indigenous-led organizations working on climate and land issues in Los
Angeles through event proceeds, resource sharing, or promotion — always with
community permission. Invite Indigenous speakers, artists, and knowledge keepers
as valued contributors, not symbolic inclusions, and compensate them fairly. Stay
connected to LACW's evolving relationships with local tribal nations as an organizer
community.

Language Access

Consider who in your intended audience may not be fully served by English-only
programming or materials. Multilingual access can take many forms depending on
your capacity — interpreters, translated materials, multilingual signage, or simply
ensuring your speakers avoid jargon-heavy language that doesn't translate well.

Check in with your organizing team early about language needs. This is easier to
plan for at the start than to retrofit at the last minute.

s#* New to this? You don't need a full translation budget to make progress.
Starting with bilingual signage, a translated one-pager, or a Spanish-language
social post is meaningful. Do what your capacity allows and build from there.

Physical & Digital Accessibility

& New to this? Always use a microphone — even for small groups. A PA
system ensures accessibility for people who are hard of hearing and improves
the experience for everyone in the room. Never assume the space is small
enough to go without one.

Every attendee should be able to participate fully. Confirm that your venue is
wheelchair accessible, that seating accommodates a range of needs, and that any
outdoor or multi-level spaces do not create barriers. For virtual or hybrid events, use
platforms with closed captioning and ensure your visual materials are screen-reader
friendly.

When selecting your venue, consider proximity to public transit. A space that is only
accessible by car excludes attendees who rely on buses or the Metro — which
disproportionately includes the communities LACW most wants to reach.



+ Note: Accessibility needs vary widely. If your budget allows, consider
including a brief accessibility question in your RSVP form so you can prepare
for specific needs rather than guessing.

Guitural Gompetency

Designing for inclusion means more than logistics — it means considering whether
your programming, speakers, framing, and materials reflect the communities you are
trying to reach. A panel of voices that does not represent your intended audience
sends a message, whether you intend it or not.

Review your speaker lineup, your event imagery, and your promotional language
with this question in mind: would someone from the communities most impacted by
climate change feel seen and welcomed here?

Economic Accessibility

Free and open to the public is the gold standard for LACW events. When that is not
possible, sliding scale or pay-what-you-can ticketing keeps your event accessible to
people across income levels. Never let ticket price be the reason someone who
wants to attend cannot.

Further Your Impact

Partner with community organizations already trusted by the audiences you are
trying to reach — and involve them in the planning process, not just the promotion.
Co-design where you can. Offer stipends or honoraria for community members
whose participation requires them to take time away from work. Document who
attended and use that information to improve reach and representation year over
year.



Event Types

Every year, LA Climate Week transforms the city into a living laboratory of solutions
— from church basements to corporate rooftops, community gardens to art
galleries. Your event will be part of LA's collective climate story.

Choose the format that best supports your audience and your call to action. Clear
structure helps participants understand what to expect — and what they'll walk
away ready to do.

e Summit / Conference — A multi-session gathering bringing diverse voices
around a shared climate theme across a half or full day

e Panel / Conversation — A moderated dialogue exploring a focused topic or
tension, ideally ending with a clear next step

e Workshop 7/ Skill-Building — An interactive session teaching a specific skill or
practice participants can apply immediately

e Screening / Presentation — A film, talk, or lecture sharing research,
storytelling, or creative work, often followed by facilitated discussion

e Networking / Community Gathering — An informal or lightly structured
space for relationship-building and cross-sector connection

e Service Project / Restoration — A hands-on contribution to climate
resilience, ecological restoration, or community care

e Hike / Outdoor Experience — An outdoor gathering connecting participants
to place through education, reflection, and environmental awareness

Event Hubs

When events cluster together, the experience becomes richer. Instead of
zig-zagging across Los Angeles, participants can immerse themselves in one
location, reduce travel, and discover unexpected connections. Hubs also lighten the
load for organizers — shared volunteers, AV equipment, and promotion make
everyone's event stronger.

Geographic Hub One venue alive with activity — panels in one room, a workshop in
another, a screening down the hall. A geographic hub turns a single space into a
climate marketplace where diverse ideas and solutions meet.



Themed Hub Some issues are rich enough to fill a whole week. Themed hubs create
a focused space to go deep on one area, with sessions that build on each other.
LACW 2026 has seven themes running across the week.

+ Note: At LACW 2025, one partner hosted a Food Sustainability Hub where
each day built intentionally on the last — Soil as foundation, Growing food,
Reducing waste, The future of food. That kind of narrative arc turns a series of
events into an experience.

One-Off Events Not every story needs a hub. A single, beautifully crafted event — a
neighborhood cleanup, a dinner conversation, a community screening — can
resonate just as strongly. If creating a hub feels too big, consider joining forces with
an existing one instead.

Further Your Impact

Anchor or co-anchor a themed or geographic hub. Coordinate with fellow organizers
to build a narrative arc across your sessions so that participants who attend multiple
events leave with something greater than the sum of the parts.



Every choice you make about your event's physical
space sends a sighal — about who is welcome, what you
value, and how seriously you take the commitments
LACW asks of its organizers.

Venue, sustainability, and vendor decisions are not
logistical afterthoughts — they are expressions of your
values made visible and felt by every person who walks
through the door. The sections that follow will help you
make those decisions with intention, care, and clarity.



Venue Selection

Your venue is more than a container — it sets the tone. The space you choose
communicates something about who your event is for, what you value, and how
seriously you take the commitments LACW asks of its organizers. Choose
accordingly.

Before you begin conversations with venues, identify your sustainability goals and
your event's position on waste, energy, and water. Knowing what you need before
you start looking makes vetting faster and protects you from committing to a space
that can't deliver.

Finding the Right Space

Think hyperlocal. A venue accessible to your expected attendees and speakers
reduces travel emissions and removes barriers to participation. Prioritize spaces on
public transit lines and within your community's geographic reach.

Look for venues with visible commitments to sustainability — renewable energy
sources, LEED, Energy Star, or WELL certifications are good indicators. Ask directly
about waste practices, energy use, and water conservation before you sign anything.
A venue that can't answer these questions clearly is telling you something.

If your event includes multiple sessions or formats, confirm the number of rooms
and what each is best suited for — quiet spaces for workshops, larger rooms for
panels or speakers, outdoor areas for hands-on activities or blue sky thinking. Where
possible, incorporate nature and outdoor space. Outdoor events can be powerful
experiences that connect participants to climate reality in ways four walls cannot.

+ Note: A venue that looks good on paper may not hold up on closer
inspection. Ask whether it has hosted sustainability-focused events before and
what standards it met. If LACW has pre-approved venues in your area, start
there.



Hybrid & Virtual Events

A hybrid or virtual format can significantly expand who is able to participate —
removing geographic, financial, and physical barriers for attendees who cannot be
there in person. If your event has a virtual component, treat it as a full experience,
not an afterthought.

Test everything before the day — microphones, projectors, WiFi, and livestream
platforms. Never assume it will just work. Assign at least one dedicated volunteer to
monitor the livestream, chat, and virtual participation throughout the event so
remote attendees feel as included as those in the room.

#* New to this? Popular platforms include Zoom, StreamYard, and YouTube
Live. Each has a free tier. The most important thing is not which platform you
choose but that you test it thoroughly in the actual space before your event.

Further Your Impact

Seek out venues that are BIPOC-owned, community-operated, or mission-aligned
with climate and environmental justice. Your venue choice is a values statement and
an economic decision — where you spend matters. Ask venues what they are
actively doing to reduce their footprint, not just what certifications they hold.



Sustainability Practices

Every choice you make as an event organizer has an environmental footprint. This
section is your guide to reducing it. You don't need to do everything perfectly — but
every decision is an opportunity to model what climate-conscious events look like in
practice.

Work through each practice area below. Start with the baseline. Then ask yourself
where you can go further.

Local, Seasonal & Plant-Based Food

Serving plant-based and locally sourced food reduces food-related carbon
emissions by approximately 84%. Food choices are one of the highest-impact
decisions you will make as an organizer.

Make plant-based the default or majority menu, with meat and dairy available in
smaller quantities and only on request. Source food from local farmers' markets,
community gardens, or vendors that do so. Use in-season ingredients where
possible — for LACW 2026 taking place in April, refer to the [Edible LA Seasonal
Produce Guidel and the [California Crop Harvest Calendar] for what's available in
Southern California in spring.

Plan your food volumes intentionally. Aim to use everything you prepare and avoid
over-ordering.

If hiring a third-party food vendor, set an explicit conversation about LACW food
priorities before signing anything — plant-based and local first, minimized food
waste, and reusable or compostable serviceware. Always follow [California
Department of Public Health Food Safety guidelines] when serving food to
attendees.

¢ Note: Tell the story of your sourcing. Share producer names and the
environmental benefits of your menu choices with attendees. It reinforces the
event's values and supports local producers.

[

s New to this? The [Better Food Foundation] offers training sessions on
plant-based food and meal service. [Food Cycle LAl and [Support + Feed] are
local partners who can help with plant-based cooking and food rescue.



Further Your Impact

Go 100% plant-based — it is one of the greatest single steps you can take to reduce
your event's CO, emissions and production-related waste. Partner with organizations
that rescue food waste or provide access to food kitchens. Donate surplus and
non-perishable food to local shelters, food banks, or mutual aid organizations.
Practice intentional service style — serve managed portions, keep food covered, and
refrigerate until needed to minimize waste and maintain safety.

Zero Waste

Zero waste means your event produces no waste sent to landfills, incinerators, or the
ocean. The goal is to reduce, reuse, and recycle — in that order.

Follow this waste hierarchy for every material decision you make:

Reusable
Compostable
Recyclable

Trash — last resort only

H~w N R

Food Service Avoid ultra-processed foods even if plant-based. If reusable
serveware is not possible, use BPI or CMA certified compostable or biodegradable
options. Avoid non-edible garnishes and unnecessary disposable packaging.

Materials Prioritize reusable materials and rent where possible. Minimize or
eliminate swag. Use reusable, compostable, or recycled-material nametags.

Water Provide water refill stations instead of single-use bottled water.

Surplus Donate food and materials wherever safe and possible. Ensure proper food
handling to maximize donation opportunities. Visit [LA Compost] for composting
resources and drop-off locations.

+ Note: Which zero waste practices were you unable to implement, and why?
Knowing your barriers is the first step to removing them next time.



Further Your Impact

Use reusable serveware and foodware — coordinate with your venue or a rental
provider. Eliminate single-use plastic entirely. For outdoor events like beach
cleanups or hikes, encourage attendees to bring their own reusable water bottle and
a "leave it better than you found it" mindset. Host a swap station or donation drop-off
for attendee items. Partner with a composting service to divert all organic waste
from landfill. Conduct a post-event waste audit to measure diversion rates and
identify improvements.

Sustainable Transportation

How attendees and vendors travel to and from your event represents the largest
share of its emissions. Promote low-carbon transportation options in all event
communications — before, during, and in your confirmation and reminder messages.

Encourage carpooling, public transit, biking, walking, and e-scooters. Call out the
nearest Metro train or bus stop to your venue and include specific routes and stops
on your event page and invitations. The [LA Metro Rider Apps Listl and the [Los
Angeles Transit Appl are useful resources to share with attendees.

If possible, provide secure parking or storage for bikes and skateboards at or near
your venue. If renting vehicles for event logistics, prioritize EVs and hybrids over
conventional fossil fuel vehicles.

s New to this? Adding transit directions to your event listing takes five
minutes and meaningfully lowers the barrier for attendees who don't drive.
Make it a standard part of your event description.

Further Your Impact

Make low-carbon transportation the most convenient option, not just an alternative.
Partner with a local bike share or e-scooter provider to offer discounted access for
attendees. Track how attendees traveled to your event and use that data to improve
your transportation communications year over year.



Low-Garbon Energy Use

The goal is to make your event as energy efficient as possible and minimize carbon
emissions from energy use.

When selecting your venue, prioritize spaces with energy-efficient lighting — LEDs
— and modern HVAC systems. Check whether you have access to the thermostat
and use it actively: turn off heating or cooling when unnecessary and set it for
maximum efficiency. Maximize natural lighting and ventilation where possible.

If using power generators, choose electric over fossil fuel. If using portable heaters,
choose electric over propane.

+ Note: Energy infrastructure is largely a venue selection decision. Use the

Venue Selection section to ask the right questions before you commit to a
space.

Further Your Impact

Choose venues powered by renewable energy sources. Offset unavoidable energy
use through a verified carbon offset program. Track your event's estimated energy
consumption and include it in your post-event impact report.

Water Conservation

Water conservation at events is largely driven by venue and vendor selection — but
organizers can also make meaningful choices during the event itself.

Prioritize venues that have implemented water efficiency measures such as low-flow
toilets and faucets. During the event, minimize unnecessary water use across food
service, cleaning, and washrooms. Use signage at wash stations and restrooms to
encourage attendees to use water responsibly. Provide water refill stations instead of
single-use bottled water. Train your team to turn off water sources when not in active
use.

s#* New to this? A simple "Please use water wisely — every drop counts' sign
in your restrooms takes two minutes to print and meaningfully reinforces your
event's values.



Further Your Impact

For outdoor venues, utilize reclaimed water for irrigation, outdoor cleaning, and
gardening — rain barrels and recycled water systems are good options. Practice
awareness of embedded water use in the materials and resources you choose —
select items with low water use during manufacturing. Be mindful of your digital
carbon footprint: Al data centers consume significant freshwater for cooling, so
minimize Al-generated content production where possible.



Values-Rligned Partners & Vendors

The organizations you associate with reflect your event's values. Every sponsor,
partner, and vendor you bring into your event is a statement about what LA Climate
Week stands for. Choose with intention.

Before you begin any conversations, identify your sustainability goals and your
event's position on waste, energy, water, and food. Knowing what you need before
you start looking protects you from committing to relationships that compromise
your event's integrity.

The Standard

Hold every potential sponsor, partner, and vendor to the same baseline question:
does this organization's core business, practices, and public commitments align with
LACW values?

Look for:

e Open commitments to climate and sustainability — B-Corp, carbon-neutral, or
1% for the Planet certifications are good indicators

Transparent business practices and a verifiable environmental track record
Eco-friendly or minimal packaging, circularity, and take-back programs
Electrified or low-carbon fleets for transportation vendors

Waste practices, sourcing policies, and relevant certifications for food and
materials vendors

Research prospective partners before entering any agreement. Look at their public
commitments, recent controversies, and whether their actions match their
messaging. A quick search can tell you a lot.

Include sustainability expectations in all agreements — no single-use promotional
items, no misleading sustainability claims, no greenwashing.

&

+ Note: Avoid partnerships with organizations whose core business
contradicts climate integrity — fossil fuel companies, deforestation-linked
industries, high-pollution sectors. If you would have to explain or defend a
partnership to your attendees, reconsider it.



When the Ideal Choice Isn't Available

Sometimes — particularly with vendors like event rental companies, AV suppliers, or
logistics providers — a fully sustainable option may not exist within your budget or
geography. This is a real constraint and not a reason for shame. It is, however, a
reason to try harder before settling.

Before accepting a less-than-ideal vendor choice, exhaust your options. Ask the
vendor directly about their sustainability practices — some companies have
commitments that aren't publicly visible. Look for local alternatives. Ask your LACW
network whether others have found better solutions. Borrow or rent rather than
purchase. Every workaround you find reduces your footprint and makes the next
organizer's job easier.

If you do make a compromise, make it consciously and document why. Use it as a
starting point for doing better next year.

s#* New to this? Prioritize local vendors across every category — it reduces
transportation emissions, supports the regional economy, and often surfaces
smaller businesses with stronger values alignment than their larger
competitors.

Further Your Impact

Invite sponsors and partners to actively support your sustainability initiatives rather
than simply receiving logo placement. Publicly recognize organizations that
demonstrate authentic climate leadership — it incentivizes others and builds a
culture of accountability across the LACW ecosystem. Where possible, source from
BIPOC-owned, women-owned, and community-rooted businesses.



You have defined your intention, designed for your
community, and made your values-aligned planning
decisions. Now it is time to build the operational
backbone that makes all of it real.

Clear timelines, honest budgets, and thoughtful
communication are what turn a great idea into an event
people actually show up for and remember. The sections
that follow take you from planning into execution and give
you the practical tools to do it well.



Logistics, Timeline & Budget

The most successful LACW events start with a clear plan and work steadily toward
it. Getting organized early gives you space to solve problems before they become
crises — and lets you show up on event day focused on your community, not your
checklist.

Suggested Planning Timeline

3-4 Months Out Secure your venue, draft your budget, and define your event format
and CTA. This is the time to make your big structural decisions before smaller ones
start piling up.

2 Months Out Confirm speakers and panelists, recruit your core volunteer team, and
submit your event to the LACW calendar. Begin promoting through your networks,
partners, newsletters, and social media.

1 Month Out Recruit day-of volunteers. Run a tech and AV check. Connect with other
hub organizers. Review your plans against LACW sustainability guidelines and
identify any gaps while you still have time to address them.

3 Weeks Out Confirm emergency contact information — nearest hospital and police
department. Build your internal team communications list for day-of coordination.

2 Weeks Out Confirm logistics, sighage, and volunteer roles. Communicate setup
times, doors-open time, and teardown expectations to all table partners, food and
beverage vendors, volunteers, and speakers.

1 Week Out Send your run-of-show to speakers, partners, and volunteers. Send
reminder emails to attendees. See the 1 Week Out Checklist.

Day Before Send logistics reminders to table partnhers, vendors, and speakers. Send
another reminder to attendees. Even if you just sent the same information a week
ago, this is the time to over-communicate.

Day Of Arrive early. Re-test AV, place signage, set up check-in, welcome your team,
review roles, and welcome participants. See the Day Of Checklist.



Budget & Resources

LA Climate Week is not about profit — it is about community. The most powerful
events often come from resourcefulness, not large budgets. Most LACW events are
organized through collaboration, in-kind support, and the generosity of aligned
communities. Lean into yours.

Set a Simple Budget Early Even if your event is free to produce, write down your
expected costs before making any commitments — venue, food and beverage, AV,
printing, speaker honoraria, and platform fees. Know your number. If you are working
with a fiscal sponsor or organizational budget, confirm approval thresholds and
reimbursement processes before you spend anything.

In-Kind Donations & Bartering Before you spend money, ask. Local businesses,
partner organizations, and allied community groups are often willing to contribute
food, printing, AV equipment, space, or supplies in exchange for recognition. Buy
Nothing groups, tool libraries, and community lending networks are genuinely useful
for items like décor, signage supplies, and event equipment. Treat every resource
request as an opportunity to bring someone new into the LACW orbit.

Ticketing & Accessibility Free and open to the public is the gold standard. When
that is not feasible, sliding scale or pay-what-you-can ticketing keeps your event
accessible while allowing those with means to contribute. Never let ticket price be
the reason someone who wants to attend cannot.

Sponsorship — Proceed With Intention Any sponsor or funder associated with your
LACW event should be aligned with our values. See Values-Aligned Partners &
Vendors for full guidance. The short version: if you would have to explain or defend
the partnership to your attendees, reconsider it. Do not accept sponsorship from
fossil fuel companies, greenwashing brands, or organizations whose practices
contradict the climate commitments your event is advancing.

Free & Low-Cost Tools Worth Knowing

Eventbrite / Luma — event listings and RSVP management
Canva — design tools for promotional materials

Signal /7 WhatsApp — volunteer and team coordination

Zoom / StreamYard — virtual or hybrid events; free tiers available



Further Your Impact

Build your budget process as a coalition-building exercise. Every ask is an invitation.
Every in-kind contribution is a relationship. Document your resource partners after
the event and share them with the LACW network so future organizers can benefit

from the connections you made



Communications & Promotions

Good communication is what brings people to your event and helps them feel
welcomed once they arrive. It is also how you set expectations — about
sustainability practices, accessibility accommodations, and what participants can
expect from the experience.

Communicate early and often. Don't save important information for the day of the
event. Attendees who know what to expect show up prepared, more engaged, and
more likely to take action.

Communications may include event pages, calendar listings, invitations,
confirmations, reminders, on-site signage, social media, and other media outlets.

Setting the Tone

Use positive language throughout. Embrace concepts of community, impact, and
gratitude rather than obligation or guilt. Help attendees understand the why behind
your sustainability practices — people act when they feel part of something
meaningful, not when they feel lectured.

Highlight your Call to Action clearly in every communication so people know why
this event matters and what you are asking them to do.

Limit use of Al tools in your communications production to reduce associated
energy and water consumption.

Communicating Sustainability Expectations

Clearly identify your sustainability goals during event planning and carry them
through to your event pages, invitations, and on-site materials. If your event is zero
waste, say so. If you are asking attendees to use public transit, tell them early and
tell them specifically — include the nearest Metro stop or bus line.

Provide clear instructions on any sustainability practices relevant to your event size,
format, and location. The earlier attendees know what to expect, the more prepared
they will be to participate.



+ Note: If your event is zero waste, did your communications call that out? If
you are providing reusables, did you let attendees know in advance?
Sustainability communications are only effective if they reach people before
they make their own choices about what to bring.

Communicating Accessibility & Accommodations

Let attendees know what accommodations are available — and invite them to
request what they need. Include accessibility information in your event listing, your
confirmation email, and your reminder. Don't wait to be asked.

This includes physical accessibility, language access, dietary accommodations, and
any other provisions you have made. If you have a contact person for accessibility
questions, name them and provide their information.

s#* New to this? A simple line in your event description goes a long way: “This
event is wheelchair accessible. If you require any additional accommodations,
please contact [namel at lemaill.” Make it easy for people to ask.

Photography & Videography

If photography or videography will take place at your event, say so clearly and early
— in your event listing, your confirmation email, and again on site. Attendees have a
right to know before they arrive, not after.

If your event will not include photography or videography, say that too. Some
attendees will specifically choose your event because of it.

Include a brief consent note in your event description and registration confirmation.
On site, post visible signage at the entrance and make a verbal announcement at the
start of the event.

¢ Note: Sample language for your event listing: "Please note that photography
and videography will take place at this event. By attending, you consent to being
photographed or filmed. If you have concerns, please contact [name] at [emaill
before the event."



Tempiates

These templates are here to save you time and give you language that matches LA
Climate Week's hopeful, community-driven tone. Adapt them to your style, but keep
the warmth, clarity, and call to action.

Reaching Out to Potential Speakers & Panelists

Subject: Speaker Invitation: Join Us at LA Climate Week 2026
Hello [Namel,

My name is [Your Name] and | am organizing [Event Namel as part of LA
Climate Week, a community-driven gathering that brings Angelenos
together around climate solutions.

We would be honored if you would join us as a [speaker / panelist /
facilitatorl. Your perspective on [specific topicl would add depth and
inspire meaningful action among our participants.

The event will take place lin person / hybrid / virtuall on [datel at [timel.
[Include location details and event duration.]

Please let me know if you have any questions or if | can provide any
additional information.

In Gratitude, [Your Namel]

Event Description (for Calendar & Promotion)

[Event Namel is part of LA Climate Week 2026, a community gathering
focused on building solutions for a regenerative, equitable future. At this
event, participants will [short 1-2 sentence descriptionl. Join us [in person
/ online] on [date] at [timel.

This event is [wheelchair accessible / accessible by Metro at [nearest
stopll. If you require any accommodations, please contact [name] at
[emaill.



[Photography and videography will / will not] take place at this event. [If
photography will occur: By attending, you consent to being
photographed or filmed ]

Register early to secure your spot. By registering, you agree to share your
registration information with LA Climate Week organizers.

Confirmation & Reminder

Subject: You're Registered for [Event Name]!
Thank you for signing up for [Event Namel at LA Climate Week 2026.

Date & Time: linsert] ¢ Location: linsert] B Accessibility: linsert
accommodations available and contact for requests] Photography
Notice: [Photography and videography will / will hotl take place at this
event. ¢ What to Expect: [short description]

L4

We'll send a reminder before the event. We can't wait to see you and
create solutions together.

Promotion Tips

e Share your event on your organization's social media channels and tag
@LAClimateWeek

e Use high-impact visuals — photos of speakers, venues, or the issue your
event addresses
Highlight your Call to Action so people know why this event matters
Submit content to the LA Climate Week team for cross-promotion
In the spirit of zero waste, minimize use of paper flyers and single-use printed
materials. If you do print, use recycled or upcycled materials.

Further Your Impact

Minimize paper flyers, single-use products, and printed marketing materials to keep
waste out of landfills. If providing physical materials, use recyclable or upcycled
options. Translate key communications into the languages most relevant to your
intended audience — even a single translated flyer or social post meaningfully
expands your reach.



Event Submission

Once your event is planned and ready, it's time to submit it to the LA Climate Week
calendar. Submitting early gives your event the best chance of being seen,
promoted, and connected to the right theme and hub.

Submit your event using the LACW event submission form. You will be asked to
provide:

Event Title

Short Description — 200 to 300 words (see example and template below)
Date & Time

Venue Information or Virtual Link

Organizer Name & Contact Information

Web or Registration Link (if applicable)

Featured Image or Flyer (optional but strongly recommended)

s#* New to this? Your event description is often the first thing a potential
attendee sees. Write it like it matters — because it does. Use the template and
example below as your guide.

What Happens After You Submit

Your submission will be reviewed by the theme lead for your event's category. If any
information is missing or needs clarification, they will work collaboratively with you
to get your submission as complete as possible before it goes live.

Once your event is approved it will be published on the main LACW event calendar.

<

+ Note: We encourage only one round of updates before your event listing is

considered locked and no longer editable. Make sure your core details — date,
time, location, and description — are confirmed before you submit.



Writing Your Event Description

Your description should be 200 to 300 words and cover four things: the problem or
opportunity your event addresses, what participants will actually do, who the event
is for, and how to register. Keep it specific, welcoming, and jargon-free.

Use this template as your starting point:

[Event Namel] is part of LA Climate Week 2026, a community gathering
focused on building solutions for a regenerative, equitable future.

[Opening question or hook that frames the problem or opportunity your
event addresses.]

[2-3 sentences describing what participants will do, experience, or walk
away with. Be specific — name the format, the activities, and the CTA|

[1 sentence on who this event is for. Be inclusive and lower the barrier to
entryl

[Ticket and access information — e.g. Free and open to the public.
Registration required.]

This event is [wheelchair accessible / accessible by Metro at [nearest
stopll. If you require any accommodations, please contact [namel at
[emaill.

[Photography and videography will / will not] take place at this event.

Example of a Strong Event Description

Event Title: Designing Climate-Ready Neighborhoods: A Community Workshop

Description: How can neighborhoods across Los Angeles prepare for extreme heat,
wildfire smoke, and water scarcity — while strengthening community connections?

Join local planners, organizers, and residents for an interactive workshop exploring
practical strategies for climate-ready neighborhoods. Together, we'll examine case
studies from across LA County, identify local vulnerabilities, and map actions that
can be implemented block by block.



Participants will rotate through small-group discussions focused on cooling
infrastructure, emergency communication networks, and community-led resilience
projects. The session will conclude with a shared design exercise and opportunities
to connect with local partners continuing this work.

This event is open to residents, neighborhood council members, students, and
anyone interested in strengthening climate resilience where they live. No prior
expertise required.

Free and open to the public. Registration required.

This event is wheelchair accessible and located one block from the [Metro Linel
[Station Namel] station. If you require any accommodations, please contact [namel at
[emaill.

Photography and videography will take place at this event. By attending, you
consent to being photographed or filmed.

Further Your Impact

Submit your event as early as possible — early submissions have more time to be
promoted, connected to themed hubs, and surfaced to attendees planning their
Climate Week schedule. Include a strong featured image or flyer. Listings with
visuals consistently outperform those without.



Volunteer & Team Management

Volunteers come for the cause and stay for the community. A well-supported team
is one of the most important ingredients in a successful LACW event — and how you
treat your volunteers reflects the values of the week itself.

Recruiting Volunteers

LACW partners with L. A. Works] to connect organizers with volunteers. When you
submit your event, you can request volunteer support, specify how many volunteers
you need, and describe what you need them for. L. A. Works will match you with
volunteers aligned to your event's needs.

#* New to this? Submit your volunteer request at the same time as your event
submission — the earlier you request support, the better your chances of
getting the right people in the right roles.

Training & Onhoarding

Ground the Work in Purpose Share the why behind your LACW event before getting
into logistics. People show up differently when they understand the impact of what
they are doing. Start your first team meeting with context — what this event is trying
to achieve and why their contribution matters.

Assign Specific Roles Break down tasks into clearly defined roles and provide each
volunteer with a checklist. See the Roles & Responsibilities Guide below. Ambiguity
is the enemy of a smooth event — clarity is a gift you give your team.

Communicate Clearly and Often Establish a shared communication channel from
the start of planning. Don't wait until the week of the event to get your team aligned.

Practice as a Group Role-play welcoming guests or running key moments so
volunteers feel confident before the day arrives. A short rehearsal prevents a lot of
day-of confusion.

+ Note: Assign a call time for each role so every volunteer knows exactly
when they need to be on site. Do not assume all volunteers are available at the
same time — ask about availability early.



Continued Engagement

Build Community as You Organize Kick off planning meetings with quick
icebreakers, dance breaks, or gratitude rounds. Intentionally make space for
connection — volunteers who feel known show up more reliably and with more
energy.

Recognize Contributions Celebrate milestones and call out wins — big or small —
during meetings or in group chats. Recognition builds momentum and sustains
motivation over the arc of planning.

Make Space for Leadership Invite qualified volunteers to lead parts of the planning
process or event itself — introducing a speaker, facilitating a breakout, or owning a
logistics area. People rise to the level of trust you extend to them.

Day 0f - Sustaining Energy

Check in with your team throughout event day. At the start, ask if everyone has eaten
— if not, make sure they have a chance to before doors open. Provide snacks, water,
and rest breaks. Show your volunteers that their wellbeing matters.

Have music playing for your team during setup and strike. It changes the energy in
the room.



Volunteer Roles & Responsibilities

Role

Greeter /
Check-In Lead

Timekeeper

Logistics &
Production

Media &
Communications

Hospitality

Floater / Runner

Tasks & Purpose

Welcome guests, manage the sign-in table, answer basic
questions. Ensure all guests feel seen and included from the
start.

Keep presenters on schedule. Give 5-minute and wrap
signals for smooth transitions between sessions.

AV setup, seating, and room flow. Ensure tech and logistics
are functioning behind the scenes.

Capture photos and short-form video. Share highlights in real
time to amplify the event's impact.

Keep the event space tidy, accessible, and safe. Manage
refreshments and cleanup. Oversee on-site waste separation
— solid waste, food waste, and recycling.

Step in where needed — supply runs, tech support, team
check-ins. Check in with team members on hydration and
rest throughout the day.

Tips for First-Time Organizers

e Know your volunteers by name. Recognition builds familiarity, trust, and

motivation.

Pair new and experienced volunteers to build teamwork and confidence.

Use quick 5-minute huddles between sessions to keep your team aligned.
Use a shared communication channel for real-time coordination on event day.
Ask volunteers about their availability early — for planning and for the day of.
Never assume.

Addressing Contlict

Disagreement can be a natural byproduct of working under pressure. Approach
conflict with care, curiosity, and a commitment to shared leadership. LACW
recommends the [Conflict Resolution Framework] as a starting point for navigating
difficult moments with your team.



Transparency and accountability are the foundation of a healthy organizing team.
Make sure everyone understands expectations before the event — not during it.

Sustainability Roles

If your event has the capacity, consider assigning dedicated sustainability roles
within your volunteer team. A sustainability coordinator, green team liaison, or
sustainability ambassador can take ownership of the following:

e Overseeing setup to ensure visible placement of waste stations and recycling
bins

e Educating guests on the event's sustainability focus and pointing them to
reusables and recycling resources

e Coordinating transportation options like carpooling, vanpooling, or rideshare
for guests

e Managing cleanup and proper disposal of waste and compost — including
coordinating compost donation to a local drop-off center
Collecting reusables for future events or returning rental items
Monitoring that sustainability practices are being followed throughout the
event

e Handing out food at service stations to ensure portion control and minimize
waste

Equip your sustainability volunteers with reusable gear — lanyards, returnable name
badges, and water bottles to refill. Recognize and celebrate their contributions
publicly. Debrief with them after the event to capture insights and improve your
sustainability practices next year.

Further Your Impact

Build a volunteer culture that reflects LACW values from the first meeting to the
post-event debrief. Invest in your volunteers' development beyond the event itself —
connect them to the broader LACW network, acknowledge their contributions
publicly, and create pathways for them to take on greater leadership in future years.
The organizers of tomorrow are often the volunteers of today.



Preparation Checklists

1Week Out Checklist

[J Create the run-of-show agenda.
[J Share the run-of-show agenda with vendors, staff, and volunteers so they
know where to go and what's expected of them.

[J Confirm plant-based Food and Beverage pickup and/or deliveries.
[J Create and print signs for agenda or daily schedule.

Day OF Checklist

Final Logistics Check

[J Walk through the venue to confirm the setup matches your plan.
[J Review the event flow with volunteers and staff.
[J Make sure food, materials, and partner tables are ready.

Sighage & Wayfinding

[J Post signs for agenda or daily schedule.

[J Mark bathrooms and WiFi access clearly.

[J Label room names/numbers if hosting multiple sessions.

[J Place signs where people naturally pause (entrances, hallways).

Check-In & Welcome

[J Set up a registration table at the entrance.

[J Assign a greeter to welcome attendees and encourage sign-in.
[J Collect emails so you can follow up after the event.

[J Have sustainable, accessible name tags ready.

AV & Tech Test

[J Test microphones for clarity and volume.

[J Confirm cables, adapters, and extension cords are plugged in.
[J Run through slides, livestream, or video in advance.

[J Assign someone to handle tech during the event.



Tracking Your Impact

Hosting an event during LA Climate Week is an act of intention. But intention alone is
not enough — for us or for you. We have a shared responsibility to understand
whether the work we are doing together is actually making a difference: reducing
our collective footprint, moving people to action, and delivering real value to the
communities we serve.

That commitment to measurement is not about perfection. Climate events exist in
the real world — with budget constraints, volunteer capacity limits, venue
compromises, and communities that don't always fit neatly into data categories. We
are not asking you to be perfect. We are asking you to be honest, to pay attention,
and to share what you learn. Progress over perfection, always.

Start With Your CTA

Before your event takes place, get clear on how you will know it worked.

Return to the CTA you defined at the start of your planning process. Your
measurement system should be built around it — designed in advance so you are
collecting the right information at the right moments. If you are asking people to sign
a pledge, have a sign-up sheet ready and a way to follow up. If you are inviting
people to join a network, know how you will capture that commitment before they
walk out the door. If you are running a skill-building workshop, consider a simple pre
and post question that tells you whether something shifted.

Decide what you are measuring, how you will collect it, and who on your team is
responsible for it — before event day, not after.



Build Your Own Measurement System

Beyond your CTA, consider tracking across the areas where you made intentional
choices. You do not need to track everything — pick the categories most relevant to
your event and capture what you can. Use this table as a starting point:

Category Key Metrics
Zero Waste Bags to landfill, diversion rate, reusables count

Transportation Mode split, transit / bike / walk percentage

Energy Venue certification, generator type, consumption data
Water Fixture efficiency, refill stations, signage posted

Food Plant-based %, local %, seasonal %, surplus donated
Vendors & Pre-approved %, standards met

Venues

Volunteers Training completed, roles assigned, feedback collected

Write it down. Even a single page of honest reflection after your event is a gift to
your future self — and to every organizer who comes after you.



LACW's Commitment to Measurement

LA Climate Week maintains its own measurement system — one we are
continuously developing and improving. We are accountable to our stakeholders to
demonstrate two things: that we are actively optimizing our collective carbon
footprint, and that the week is having a genuine, measurable impact on climate
action in Los Angeles. That accountability requires data — and your participation
makes it possible.

What We Need From You

The most important contribution you can make to LACW's measurement effort is
participating in our survey process. We ask every organizer to do two things:

Send the participant survey to your attendees. LACW will provide pre-event and
post-event participant survey links for you to share. Include them in your
confirmation email, your day-before reminder, and again at the event itself. Send the
post-event survey within 48 hours while the experience is still fresh.

Complete the organizer survey yourself. After your event, LACW will send you a
post-event organizer survey. It takes approximately 10 to 15 minutes and covers your
sustainability practices, what worked, what didn't, and what support you would find
useful in future years. Your responses directly shape how LACW supports organizers
going forward.

Neither survey is mandatory — but both are deeply valuable. The data you
contribute helps us understand the collective impact of Climate Week and make the
case for climate action across Los Angeles.

& New to this? Survey links will be provided by the LACW team closer to the
event. Keep an eye on organizer communications for timing and instructions.

Further Your Impact

Build a simple one-page post-event report — what you measured, what worked, and
what you would do differently. Share it with the LACW network. The data and
lessons you contribute raise the bar for every organizer who comes after you.



Organizer Wellness

Sustainability isn't just for the environment — it applies to you too. Organizing a
meaningful event takes real energy, and protecting yours is not a luxury:. It is a
responsibility to yourself, your team, and the community showing up for the event
you are building.

Personal Goals & Expectations

Before your first planning meeting, check in with yourself. Set realistic boundaries for
the time and resources you are able to invest. Know your limits before you start
making commitments — to your team, your venue, your speakers, and your
attendees.

Once you have clarity for yourself, bring that same intentionality to your team.
Establish healthy communication guidelines and shared expectations from the start.
See the [Conflict Resolution Frameworkl for guidance on navigating tension when it
arises.

Caring for Mind & Body

The week before your event matters as much as the day of. Small, consistent
choices in the days leading up to your event make a real difference in how you show

up.

e Aim for 7 to 8 hours of sleep for at least three nights in a row before your
event

e Hydrate consistently and lean on whole foods — raw fruits, vegetables, and
prepared meals — so you are not running on empty

e Plan ahead with your team to make sure every person can comfortably take
bathroom, water, and meal breaks on event day

e Start event day with a team pep talk — it sets the tone and builds collective
energy before doors open

Tip: If you feel stress rising, try this box breathing technique to recenter your
nervous system in 30 seconds. Breathe in through your nose for 6 seconds,
hold for 6 seconds, exhale through your mouth for 6 seconds, hold for 6
seconds. Repeat 3 to 4 times as needed.



After the Event

The work doesn't end when the last attendee leaves. Give yourself and your team
time to decompress before jumping into post-event tasks. Acknowledge what went
well before diving into what didn't. Rest before you debrief.

Sustainable organizing is a long game. How you treat yourself and your team now
determines whether you — and they — show up again next year.



Thank You

If you have made it this far, you are exactly the kind of organizer LA Climate Week
needs.

Reading a playbook is easy. Doing what it asks — centering your community, making
sustainable choices, building a team with care, showing up with intention — is the
real work. And you are already doing it by taking it seriously enough to prepare.

We know organizing is not always glamorous. It is early mornings and unanswered
emails and day-of surprises and moments where you wonder if it was all worth it. It
is worth it. Every person who leaves your event feeling more connected, more
capable, and more certain that change is possible — that is because of you.

LA Climate Week is not a building or a budget or a brand. It is the sum of every
organizer who raised their hand and said yes. You are that sum. You are this
movement.

Now go build something worth attending.
With gratitude,

LA Climate Week
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