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Toolkit for Organizing Wheelchair Basketball Events

Introduction
This toolkit is designed to support organizations, federations, and clubs in planning, organizing, and delivering wheelchair basketball events. It incorporates best practices from the POWER project and provides a step-by-step guide to ensure inclusivity, accessibility, and high-quality event execution.

1. Event Planning & Management Guide
Intro into project planning that provides a comprehensive framework for planning and executing POWER project events, ensuring effective coordination, clear timelines, and high-quality participant experiences.
1.1 Planning Timeline
· 12 months before: Define objectives, secure funding, identify venues.
· 9 months before: Confirm partnerships, begin promotion, recruit core team.
· 6 months before: Open registration for teams, confirm referees and technical staff.
· 3 months before: Conduct site visits, finalize logistics.
· 1 month before: Volunteer training, finalize event program.
· Event week: Set up venue, run technical checks.
1.2 Budgeting and Finance
· Budget template includes:
· Venue rental
· Equipment and wheelchair maintenance
· Staff and volunteer expenses
· Marketing and promotion
· Contingency funds (10%)
1.3 Risk Management
· Develop a risk register covering:
· Accessibility issues
· Medical emergencies
· Weather (for outdoor events)
· Transportation delays

2. Promotion and Visibility
Section outlines strategies for increasing the project’s reach, including social media campaigns, press releases, and stakeholder engagement to boost awareness and inclusivity.
2.1 Communication Strategy
· Target audiences: athletes, spectators, sponsors, media.
· Channels: social media, local press, radio, community outreach.
2.2 Promotional Materials
· Templates for flyers, posters, and press releases.
· Suggested hashtags: #WheelchairBasketball, #InclusionThroughSport
2.3 Stakeholder Engagement
· Organize stakeholder events to secure support from local authorities, sponsors, and disability organizations.

3. Operational & Technical Guidelines
This chapter details the essential procedures and best practices for smooth operations, focusing on logistics, venue setup, and technical requirements for each activity.
3.1 Roles and Responsibilities
· Event Director: Overall coordination
· Technical Delegate: Compliance with IWBF rules
· Volunteer Coordinator: Recruitment and training
3.2 Equipment Checklist
· Approved sports wheelchairs
· Court markings and accessible facilities
· Spare parts and repair station
3.3 Transportation and Logistics
· Ensure accessible transport for athletes and spectators
· Provide clear signage and maps of the venue



4. Inclusive Participation Toolkit
This toolkit offers resources and guidance for fostering inclusive environments, including accessibility tips, cultural sensitivity, and engaging participants with diverse needs.
4.1 Volunteer Engagement
· Develop training modules on disability awareness
· Assign roles for accessibility support (e.g., assisting athletes)
4.2 Athlete Recruitment
· Partner with rehabilitation centers and disability organizations
· Run open days and demo sessions to attract new participants
4.3 Diversity and Gender Equality
· Ensure balanced representation in athletes, coaches, and officials

5. Monitoring & Evaluation Tools
Methodologies and templates for tracking project progress, measuring impact, and ensuring continuous improvement through feedback and data collection
5.1 Key Performance Indicators (KPIs)
· Number of participating teams and athletes
· Audience reach (in-person and online)
· Media coverage
· Stakeholder satisfaction
5.2 Feedback Mechanisms
· Pre- and post-event surveys for participants and stakeholders
· Debrief sessions with organizing team
6. Templates and Resources (Annex)
A collection of ready-to-use documents such as agendas, registration forms, feedback surveys, and communication templates to support project implementation.
· Sample event timeline
· Budget template
· Risk assessment form
· Volunteer training manual outline
· Marketing and press release templates
Conclusion
This toolkit serves as a practical guide for developing and promoting wheelchair basketball at all levels. It emphasizes inclusivity, sustainability, and international collaboration to ensure the growth of the sport and its positive impact on communities.


ANNEX 
Sample Event Timeline (POWER Project)
	Task
	Responsible Party
	Start Date
	End Date

	Kick-off Meeting
	HSKUK
	01/09/2024
	30/09/2024

	Educational Programme (Training)
	University of Niš, Partners
	01/10/2024
	31/01/2025

	Stakeholder Engagement Event #1
	All Partners
	15/02/2025
	15/02/2025

	Stakeholder Engagement Event #2
	All Partners
	15/03/2025
	15/03/2025

	Website Launch
	HSKUK
	01/10/2024
	31/10/2024

	Final Meeting
	HSKUK
	01/08/2025
	31/08/2025

	Evaluation & Reporting
	All Partners
	01/08/2025
	31/08/2025



Budget Template
	Category
	Estimated Cost (€)
	Notes

	Venue Rental
	5,000
	For training and engagement events

	Travel & Accommodation
	10,000
	Partner representatives and trainers

	Promotional Materials
	3,000
	Flyers, banners, booklets

	Trainer & Speaker Fees
	8,000
	For expert-led sessions

	Volunteer Stipends
	2,500
	Travel and meals

	Miscellaneous
	1,500
	Contingency

	Total
	30,000
	







Risk Assessment Form
	Risk Description
	Likelihood
	Impact
	Mitigation Plan

	Low participant attendance
	Medium
	High
	Targeted marketing, early outreach

	Venue unavailability
	Low
	High
	Secure bookings early, have backups

	Volunteer no-shows
	Medium
	Medium
	Maintain standby list of volunteers

	Budget overrun
	Medium
	High
	Monthly financial monitoring

	IT/technical issues during online events
	High
	Medium
	Test systems in advance, have support



Volunteer Training Manual Outline
1. Introduction to POWER Project
· Objectives
· Partners and stakeholders
2. Volunteer Roles & Responsibilities
· Event support
· Participant assistance
· Promotion and outreach
3. Communication & Teamwork
· Working with diverse groups
· Conflict resolution basics
4. Health, Safety & Accessibility
· Emergency procedures
· Supporting participants with disabilities
5. Event Day Procedures
· Check-in process
· Scheduling and assignments
6. Evaluation and Feedback
· Post-event survey

Marketing and Press Release Templates
Marketing Template (Social Media Post)
Empowering Wheelchair Basketball: Building Capacity and Sharing Knowledge Across Borders!
 Join us in creating a more inclusive Europe through sport.  Next Event: [Event Name] – [Date] Location: [Venue] 
 Learn more: [Website URL] #Inclusion #WheelchairBasketball #ErasmusSport #POWERProject
Press Release Template
FOR IMMEDIATE RELEASE
Empowering Wheelchair Basketball Across Europe: The POWER Project Launches
Zagreb, [Date] – The Croatian Wheelchair Basketball Federation (HSKUK) and partners across Europe have launched the POWER project to foster inclusion and enhance wheelchair basketball.
The 12-month initiative will train over 50 coaches and leaders, host stakeholder events, and launch educational resources. Supported by Erasmus+, POWER builds capacity and creates lasting impact in Croatia, Serbia, and North Macedonia.
For more information, visit [Website URL] or contact [Contact Name, Email].


Disclaimer : Funded by the European Union. Views and opinions expressed are however those of the author(s) only and do not necessarily reflect those of the European Union or the European Education and Culture Executive Agency (EACEA). Neither the European Union nor EACEA can be held responsible for them.
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